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ABSTRACT 

The prisary purpose of the proiect was to explore the 
possibilities of bringing into the Adult Basic ducation (ABE) systes 
the systesatic and orderly introduction of volunteer use, through a 
planning sechanisi^called a Task Force. A secondary purpose vas to 
investigate change strategies applicable to the existing ABE networks 
The activities of the task force are detailed as follovs: (1) 
preconf erence activities to prosote the f orsation of the task forces . 
for the States of Nebraska, Ohio, and Nev Jersey; (2) the task force 
planning conference aised at developing specific written proposals 
for volunteer use in ABE; and (3) post conference activities designed 
to provide feedback concerning task force operations. Baking up the 
■ajor part of the docusent, the appendix contains th^ following 
conference Materials: (1) list of conference participants, (2) 
suisaries of volunteers requested, (3) preconf erence sailing package, 
(4) planning conference lesson plans, (5) conference saterials, (6) 
ratings by conference observers, and (7) sussary of rerponses fro* 
conference participant reaction fori. (HN) 
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PREFACE 

Tliis report has been issued in two editions. One edition 

CO 

contains a complete set of conference materials, samples of mailings 
and other data. The complete edition is being provided to the Wash- 
ington Offices of ACTION and USOE, as well as to State Directors of 
ABE in Nebraska, Ohio and New Jersey. 

A shorter form of the report excludes Appendices C, D, E and 
P, which largely contain materials provided conference participants 
through mailings and during the conference, as well as the results of 
the Pre-conference Questionnaire. Tlie shorter form of the report Is 
being provided to all conference participants. 
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TASK FORCES FOR PLANNING 
■ ACTION VOLUNTEER USE IN ABE 

Final Report for Special Project entitled "Task Forces 
for Planning ACTION and ABE: A Mechanism for Promoting 
Innovation in ABE v^hich was carried out by the Opportunities 
Industrialization Centers of America's Adult Armchair Educa- 
tion Program betv/een March 1, 1972 and June 16, 1972, under 
a grant awarded by the Office of Education Bureau of Adult 
Education Vocational aiid Library Programs, Division of 
Adult Education. 



I . I NTRODUCTION 

The primary general purpose of this project was to 
explore the possibilities of bringing into t.ie ABE sys- 
tem the systematic and orderly introduction of volunteer 
use, through a planning mechanism which was called a 
Task Force. The secondary general purpose of this pro- 
posal was to investigate some of the major features 
associated with introducing change into the existing 
ABE network. 

A. The Opportunity 

The need for additional resources to be applied to 
ABE programs throughout the country is obvious. 
Currently, the ABE programs are reaching only two 
percent of the potential target audience and persons 
in need of their services. It is not conceivable 
that in the immediate future large amounts of 
monetary resources will be available to Adult Basic 
Education. Beyond this, however, it is inconceiv- 
able that money alone will be able to accomplish 
the needed job of reaching millions in the United 
States who are in need^ of Adult Basic Education. 
Indeed, in our preconference investigation of 
problems currently facing ABE it became immediately 
apparent to members of the project staff that the 
use of volunteers will be and must be a key ingred- 
ient to the combination of resources that must be 
applied to reach increased percentages of the 
current ABE target population. 

V«1iile ABE is in need of additional resources, it 
has become evident within the last year that large 
numbers of potential volunteer resources are avail- 
able through the ACTION agency. Typically, ACTION 
receives between forty and fifty thousand applica- 
tions for volunteer service per year. Less than 
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forty percent of these persons are utilized in 
volunteer efforts such as VISTA and the Peace Corps. 
It has been noted by ACTION that many of the volun- 
teers applying and not assigned to projects possessed 
skills which could be applied to ABE. In addition, 
ACTION has been widening its potential pool of 
volunteer canr>rdates through jisuch resources as the 
United States civil Service Conmission and the 
Department of Defense. In these latter cases, they 
are now able to identify persons who are about to 
retire, have high level government skills, and are 
potentially seeking volunteer years of services. 

These two needs of this organization suggested that 
an opportunity existed to bring together for their 
mutual benefit those administrators who could make 
decisions that would ultimately aid those who needed 
their services. 

B. The Task Force Conceptance Activities 

Given these opportunities to bring together ACTION 
and ABE including the various levels of responsibi- 
lity (i.e.. National, Regional, State and Local), 
the Opportunities industrialization Centers of 
America's (OIC) Adult Armchair Education (AAE) pro- 
gram v;as funded to get facilitators for the Task . 
Forces. The Task Forces were conceived as the 
mechanism for planning the implementation of ACTION 
volunteers into ABE program. The focal point of the 
Task Forces was the three day Planning Conferences 
held in Philadelphia, Pennsylvania for each of the 
three states involved: Nebraska, Ohio and New 
Jersey, during three separate weeks in May, 1972. 
The rationale given for the selection of three 
states as pilot demonstration was that they repre- 

sented a variety of program settings (i.e., 

Nebraska - t'^imarily rural; Ohio - mixed rural and 
urban; and New Jersey - primarily urban) . 

The activities designed to accomplish the objectives 
of the Task Force are divided in this report along 
with conclusions and recommendations pertaining to 
Task Force structure. The activities are described 
in this report as follows: 

1, Preconference Activities - to promote the 
formation of the Task Forces for three 
states. 
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2. The Task ForcG Planning Conference - aimed 
at developing specific written proposals 
for Volunteer use in ABE as a result of 
planning activities by key decision makers. 

3. PostconferencG Activities - designed to pro- 
vide feedback concerning Task Force operations. 

II. PRECONFERENCE ACTIVITIES 

A. Introduction 

Of primary importance to the success of the special 
project was the proper management of the many acti- 
vities that had to be completed prior to the actual 
conference. Sprjcial attention was given this phase 
of Task Force activity in order to insure positive 
conference results. The Task Force had to be 
organized and the conference design and materials 
developed. 

The initial activities necessary to organize the 
Task Force for each state had to deal with the com- 
plexities of integrating the various systems 
concerned with ABE and ACTION into an effective 
planning mechanism. Open lines of communication 
for exchange, of information and ideas had to be 
established with ACTION agency personnel at the 
national and regional levels, national and regional 
USOE staff, State ABE Directors and their staff, 
and local ABE program directors. Another important 
component of preconf erence activity was the creation 
of specific designs for the conference format and 
informational materials relevant to the known needs 
of local, state, regional and national persons. 
Finally, the specific mechanics of operating each of 
_the_ planniiig__coji£erenc.esL_had-_to-J3a.dey-eloped^ 

B. Specific Objectives 

1. To organize the ABE Task Forces for planning 
ACTION volunteer use in the states of Ohio, 
New Jersey, and Nebraska which would include 
■ every level of ABE administration to affect 
the selected states as well as regional and 
national administrators from USOE and ACTION. 

' (a) Minimum Task Force expectations for 

USOE included at least one representa- 
tive of the National office and the 
Regional Program Officer or his repre- 
sentative. 
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(b) Minimum Task Force expectations for 
the ACTION agency included at least 
one representative from both the 
national and regional offices. 

(c) Minimum Task Force expectations for 
selected states included the State 
Director, one or more members of his 
staff, in addition, a maximum of ten 
local ABE administrators representing 

a cross-section of programs v;ith regard 
to population groups, size, and pro- 
gram level of sophistication. 

2. To introduce all levels of Task Force participants 
to the specific objectives of this, special pro- 
ject, and to enlist their cooperation and support 
in meeting Task Force goals by: 

(a) Reinforcing through direct and indirect 
communication with participants , positive 
feelings about the conference, and pro- 
viding orientation to Task Force and 
planning conference approach. 

(b) Dealing with negative feelings or 
responses such as problems encountered 
in the past use of volunteers. 

(c) Underlining self-interest of successful 
completion of project. 

(d) Preparing participants for being 
receptive to information and question- 
naire in preconference packet. 

3. To elicit information as to ABE program needs 
from participants to assist in' planning confer- 
ence sessions which v;ould be responsive to 
those needs by: 

(a) Eliciting information from telephone 
contact and direct face-to-face con- 
tact. 

(b) Having each participant fill out and 
return preconference questionnaire prior 
to attending conference. 
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4. To develop and design Task Force Conference 
including format, lesson plans, participant 
materials/ r.udio-visual aids, and evaluation 
materials. 

5. To plan and organize system for successfully 
implementing mechanics of conference opera- 
tion, i.e., fiscal arrangements, transportation, 
room accommodations, registration, meals and 
social events. 

C. Methods and Procoduros 

1. Coordination of Task Force Formation and 
Orientation of Participants 

A system of conmiunication utilizing direct 
face-to-face contact as well as telephone 
and mail v;as implemented to proceed with Task 
Force development. Phone contacts were used 
to introduce the special project and to gauge 
the initial response to the concept. Letters 
were sent to introduce the special project, to 
reconfirm the anticipated visits, redefine the 
role of OIC/AAE in the conference, and to sum- 
marize some of the essential features of the 
Task Force. Preconf erence meetings were held 
with USOE and ACTION representatives as well 

as with ABE State Directors of Nebraska, Ohio, 
and New Jersey. A preconf erence mailing was 
sent to all levels of participants to reinforce 
information about the conference and to further 
prepare the participants for the conference 
objectives and work. 



(a) USOE Staff Coordination 

After the initial phone calls and mail 
correspondence a series of contacts and 
meetings was held with the USOE national 
staff in order to develop a number of 
strategies and understandings necessary 
to begin planning for the Task Force Con- 
ferences. Initial selection of states was 
completed with Nebraska, Ohio, and New 
Jersey chosen to participate in the special 
project. Decisions were arrived as to 
what section USOE would take in order to 
support, stimulate, and interest the three 
State Directors in the project; to decide 
specific responsibilities for coordination 
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of the Task Force effort, and to determine 
the extent to v^rhich Regional USOE persons, 
might be involved in contributing their 
expertise to the conference. 

(b) ACTION Agency Coordination 

Contacts and meetings were held with nation- 
al ACTION representatives to determine 
certain policy and program questions, and 
to gain their input as to how ACTIOIJ Volun- 
teers might' be successfully incorporated 
into the ABE system. Concepts were 
developed for generating interest and 
support for the Task Force effort through- 
out the various levels of the ACTION agency. 

Initial contacts with regional ACTION staff 
reflected a receptive attitude towards the 
concept. 

(c) Coordination of State and Local ABE Directors 

There was a series of contacts and meetings 
with the state ABE directors and their 
local staffs from JMebraska, Ohio, and New 
Jersey to present to them the concepts and 
potential of the special project. Direct . 
visits were made to Nebraska and New Jersey. 
Two personal visits were made to Ohio to 
fully discuss their concerns. These meet- 
ings were held to orient the State Directors; 
to enlist their full cooperation and support? 
and to begin with them to finalize concrete 
objectives for the Task Force. In addition, 
ideas and feelings were exchanged concerning 
a number of special issues such as (1) past 
use of volunteers, (2) potential new roles 
for new types of volunteers, (3) setting a 
potential date for the conference, and (4) 
factors to be considered in the selection 
of local ABE administrators. By discusssing 
these and other topics of concern prior to 
the conference and freely exchanging thoughts, 
it was felt that any major obstacles could 
be resolved and the operation of the actual 
conference facilitated. 

2. Preconference Maili ng 

Every member of the Task Force received a pre- 
conference information package (see Appendix C) 
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designed to further orient each participant to 
the Task Force conference approach. The 
packets included: 

(1) Letter of introduction 

(2) Conference expectations • 

(3) Travel expense information 

(4) Conference schedule 

(5) List of conference participants 

(6) Information about the conference center, 
Krishelm 

(7) Preconference quest ion^jaire 

The preconference questionnaire was designed 
to (1) develop information as to the current 
level and other program operations; (2) to 
delineate felt needs within the ABE system; and 
(3) to assess and develop approaches to volun- 
teer use within the current ABE programs. (A 
breakdown of specific findings delineated by 
returned questionnaires is attached to this 
report. (See Appendix D) . 

3. De sign o f Con feren ce_ Format 

After receiving input from the various levels 
involved in Task Force planning, a three day work- 
ing conference format was designed aimed at meeting 
Task Force objectives. The design included (1) 
introduction of participants; (2) orientation to 
philosophy and potential of the conference; (3) 
overview of the conference design and objectives; 
(4) group discussion of ABE needs; (5) individual 
identification of volunteer types observed; (6) 
the development of written proposals for each local 
program; and (7) the planning of a state-wide 
strategy for ABE and ACTION (see Appendix A) . The 
conference atmosphere was to be friendly and 
informal, utilizing group discussion and providing 
individualized technical assistance as needed. 

Lesson plans were developed for each of the con- 
ference sessions as well as participant materials 
and audio-visual aids. (See Appendix E) .Of 
special significance were two slide tape programs 
depicting: (1) ACTION Volunteer Use in ABE— an 
overview of the various ACTION volunteer programs 
and roles (Peace Corps, VISTA, ACE, etc.) and 
specific possible applications of ACTION volunteers 
to meaningful roles in ABE programs; and (2) a 
specific slide program on the use of recruiters as 
volunteers in ABE. The second tape, available to 
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conferencs members, presented specific ways in which 
volunteers might be ntilized in a recruitment role 
to increasG ABE participation. Evaluation tools were 
built into a three day format to assess the strengths 
of the conference design and to evaluate staff 
performance. These assessment tools included; 

(a) Participant Reaction ) 

(b) Observer Checklist ) (See Appendix F) 

(c) Participant Information) 

4. Me chanics of Conference Op.eray.on, 

The conference format that was designed demanded 
great productivity in a relatively short period of 
time. The hours allotted by the schedule wei^ 
sufficient for the attainment of conference goals, 
but to be successful, the agenda had to be smooth 
running and free of many of the potential problems 
inherent in a conference situation. Every detail / 
of conference mechanics had to be well synchronized;' 
and fully under control prior to the actual con- ! 
ference. 

(a) site Selection 

It was determined that the following factors 
would be especially important in selecting and 
finalizing a conference site: 

(1) Location suited to a working atmosphere, 
rather than close to entertainment and other 
facilities which might preclude full parti- 
cipation of conference participants. 

(2) Good meal facilities 

(3) Adequacy of conference meeting space. 

(4) Adequacy of sleeping accommodations. 

After investigation of a number of potential 
conference sites in the Philadelphia area, 
Krishelm Conference Center, located in Chestnut 
Hill, Pa., was considered the most advantageous. 
Alfso, it proved to ha the most cost effective. 

(b) Travel Expenses 

The source of control for fiscal matters 
related to the Task Force conferences was the 
OIC/A accounting office. There was sufficient 



I : IS 



BEST COPY AVAILABLE 



Task Forces for Planning - contd. -9- 

capability through existing OIC fiscal porsonnel 
to proper.ly handle' the total accounting needs of 
this project. 

Procedures for reimbursement were worked out in 
such a manner that only a minimum amount of 
paper work would have to be done by conference 
participants. Fiscal arrangements were communi- 
cated to conference participants by means of the 
"Conference Travel and Expanse Infomation" 
sheet contained in the preconference mailing 
(refer to Appendix C) . 

For those coming by air, arrangements 'were made 
directly through existing OIC mechanisms with 
the cooperation of a local travel bureau. This 
method of handling travel expenses precluded 
the net'd for conference participants to make 
large initial outlays of funds from their 
individual resources. 

(c) Social Activities 

A number of factors were taken into consideration 
in deciding to provide entertainment and social . 
activities for conference participants. They 
included: 

(1) . Distance of conference center from enter- 

tainment centers of Philadelphia 

(2) Conference participants' lack of traiiSporta- 
tion resources. 

(3) Participants lack of familiarity with the 
city 

(4) Desire that participants be well rested and 
alert for conference activities. 

• Each conference group from Nebraska, Ohio, and 
New Jersey was provided with a number of social 
activities among which were a baseball game at 
the National League's newest and largest field, 
Veterans Stadium, a show. at Playhouse In The 
Park, the air conditioned theater in the round 
in the city's large park system, tour of QIC's 
ABE program ur.d .t. tour of the Prototype of 
OICs of America's vocational training piograms, 
t^xcursions to cultural and night spots, includ- 
ing a special evening showing of the Liberty 
Bell at Independence" Hall exclusively for the 
conference participants, and a visit to Progress 
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Plaza/ the black owned shopping center in the 
inner city for a tour and orientation to black 
economic development in Philadelphia. 

Transportation for the group was provided by 
chartered bus . 

(d) Planning Conference Support 

Besides the above major items, a number of 
small details hffd to be taken care of to assure 
a smoothly run conference. Among these were: 

(1) Room assignments 

(2) Registration procedure ' 

(3) Meal schedules ~ 

(4) Securing meeting rooms 

(5) Local travel arrangements 

(6) Assignments for support personnel 

(7) Coffee and other ref reslrmient breaks 

(8) Reproduction of conference materials 

(9) Assembling equipment for use during con- 
ference 

Each of the above activities was assigned to and 
completed by appropriate OIC/A personnel. 

Information about room assignments, meal sched- 
ules/ location of meeting rooms, and method 
for documenting travel expenses were related 
to participants at registration. Registration 
for the Nebraska and Ohio conferences was held 
the evening the participants arrived at Krishelm. 
Participants from New Jersey arrived the day of 
the actual conference and some time had to be 
subtracted from conference activities to explain 
the above procedures . 

Coffee breaks were provided for participants 
during both the morning and afternoon sessions. 
An evening snack was also provided for conference 
members the night of arrival. 

All materials for the conference were reproduced 
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and ready for distribution prior to the con- 
ferences, A temporary office was. set up at 
Krishylm to deal with any emergency clerical 
needs. Office supplies, audio-visual aids, 
and other equipment were taken to the conference 
site for use as needed, 

D. Results 

' 1 • Orcfaniz inq the Task Forces 

The work of organizing the Task Forces, orient- 
ing the prospective participants and confirming 
attendance for each Task Force Conference v/as . 
completed in approximately a one month period. 
Minimum expectations for the different levels 
of participants were met or exceeded for the 
most part (see Appendix E ) . 

•National and Regional ACTION were well repre- 
sented at each conference. • National USOE staff 
participated fully in the total project effort 
through the presence of a specially assigned 
representative for the entire length of each of 
three conferences. "USOE Regional Program 
Director for the states of Nebraska, Ohio, and 
New Jersey were not present at the Task Force 
Conferences (a representative of USOE, Region 3 
staff, did observe a portion of the New Jersey 
conference) . The ABE State Directors from 
Nebraska, Ohio, and New Jersey attended the , 
conference for his state along with local 
program directors. 

The local program directors represented a broad 
range of ABE programs in regard to population 
groups served (Afro-Ainerican, American Native, 
Appalachian White, Mexican American, and White), 
rural and urban settings- and- program level of 
sophistication. 

Of special significance was the presence of a 
number of representatives from interested 
agencies including personnel from the Governor s 
Office of Nebraska, USOE, Division of Adult 
Education and USOE, Division of Manpower Train- 
ing. 

The absence of USOE Regional Program Officers 
was significant. They might have served as a 
strong focal point for the continued involvement 
of State ABE Directors and staffs and ACTION 
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Agency personnel in completing the special 
project. The need for' Regional VSOE participa- 
tion should have been more clearly expressed, in 
preconference meetings with National USOE staff. 

2. Conference Orientation 



Task Force members arrived at the conferences well 
prepared for the work at hand. After receiving 
an orientation to the special project, they had 
done some serious thinking about the needs of ABE 
programs and the roles volunteers might play in 
helping to alleviate some of the problems. 

The success of the orientation process, preparing 
Task Force Confjrence participants and enlisting 
their cooperation and support, can be demonstrated 
by a number of factors which include : 

(a) the expedient manner in which USOE staff 
arranged meetings between AAE staff and national 
ACTION personnel to begin planning for Task 
Force Conferences. 

(b) the amount of planning on the part of the ACTION 
Agency in preparing presentations, audio-visual 
aids, and participant materials appropriate to 
conference needs. 

(c) the promptitude of State ABE Directors in 
identifying local ABE Directors to participate 
in the conferences and in sepuring the release 
of local ABE Directors from on-going responsi- 
bilities through correspondence with local school 
superintendents and/or college presidents. 

(d) the number of preconference questionnaires con- 
taining valuable information about ABE program 
operation and needs which were returned prior 
to the Task Force Conference. State Directors 
and their staffs forwarded twenty-nine of 
thirty-six forms: to the AAE staff to assist with 
preconference planning. 

(e) the response of conference participants on the 
Participant Reaction Form. Only three of thirty- 
one respondents noted "Bettor Preconference 
Orientation" as an area of possible improvement 
(See Appendix G ) . 

3. Informat:ion Gathering 
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Informatlon was elicited by mail, direct visit, and 
telephone contacts that enabled the AAE staff to 
tailor the conference design, format, participant 
materials, and audio-visual aids, to the needs of 
the individual participants. The preconference 
questionnaires are included in this report. (See 
Appendix D) . Evidence of the success of individual 
concerns was dealt with "extremely well" or "mostly" 
.by conference staff. (See Appendix H) . 

4 . De sig n o f Task Force Co nfere nce 

The three day working conference format proved to be 
an adequate schedule for the accomplishment of con- 
ference objectives. Group discussions were lively 
and informative; technical assistance was provided 
as needed. 

Materials designed for the conference included: , 
. (a) Primary Conference Work Output 

(b) Conference Design and Activity Summary 

(c) Proposal Development Worksheets 

(d) Lesson Plans for each confeifonce session 

(e) Audio-visual aids: 

(1) Transparencies of participant materials 

(2) Slide tape presentations 

(f) Conference Evaluation Forms (See Appendices) 

The conference design, format, participant materials, 
and audio-visual aids as x^7ell as conference atmos- 
phere, objectives and group participation were 
evaluated by identified conference observers and 
individual conference participants. The majority 
of the conference observers rated all of the above 
categories between the "highest level of achievement" 
and "fair" on the Observer Checklist with the over- 
whelming majority of responses in the two highest 
categories. (See Appendix E) . The majority of 
respondents on the Participant Reaction form were 
well satisfied with the topics covered, the dis- 
cussion process, and the conference organization 
and procedure. (See Appendix H) . 

The overall conference objectives were met by the 
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confercnce design. A list of all suggestions made 
by participants for conference imp^rovement is 
attached to this report. (See Appendix II). 

^ • Mechani cs of Conference Operation • 

The actual conference was a well run, fully syn- 
chronized affair with every activity supervised by 
a member of the Ahi: staff. Task Force conference 
participants and conference observers felt that 
conference mechanics were quite effective. 

(a) Site Selection 

Utilization of the facilities of Krishelm 
Center, had the following advantages: 

(1) Conference sessions v/ere able to begin on 
time as majority of participants resided 
at Krishelm . >. 

(2) Task Force members were able to develop 
friendly relationships with each other 
outside conference sessions. 

(3) Participants did not have to pay beyond 
money budgeted for meals as all meals were 
prepared and provided by Krishelm staff. 

Most participants felt that Krishelm was a unique 
type of conference center with good accomiroda- 
tions and lovely grounds. Two women participants 
who were assigned the same room commented that 
the room was dirty. No explanation can be 
offered for their comments. Conference observers 
who included three women, rated living quarters 
clean and comfortable. (See Appendix G) . A 
majority of both conference observers and 
individual conference participants rated all 
accommodations and services from the highest 
level of achievement to the "fair" category 
V7ith a substantial majority in the two highest 
rating categories. Individual suggestions for 
improvement are included in this report. (See 
Appendix G) . 

(b) Travel Expenses 

Travel arrangements and reimbursement procedures 
for conference participants were handled smooth- 
ly and expeditiously. All qonference partici- 
pants were allowed to specify travel arrangements 
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desired. On arriving at the Task Force Con- 
ference, participants were given "Travel Expense 
Information Form" which was completed and 
returned to the AAE staff. (See Appendix F) . . 

Prepaid airline tickets were found to have the 
follov;ing advantages. 

(1) Participants need not lay out relatively 

1 large sums of money prior to the conference. 

(2) The most expeditious routing by air is 
assured. 

(3) Indirectly assures attendance of conferees 
at conference site at the time most 
desired. 

(4) Assures positive documentation of expenses. 

All other travel expenses, cab, rail, or car 
were promptly reimbursed. Any problems in the 
area of transportation were the result of what 
some participants felt was an unclear map on 
the Krishelm brochure detailing travel routes 
to Krishelm within the city of Philadelphia. 

(c) Social Activities 

Conference members for the Nebraska and New 
Jersey conferences seemed highly appreciative 
of social activities provided for their enter- 
tainment. Some participants from New Jersey 
who had planned to commute, stayed on at 
Krishelm in order to be able to participate. 
The chartered bus took participants to 
activities for the evening immediately after 
dinner and returned them to Krishelm early 
enough for them to be alert for the work of - 
the conference the following day. 

The majority of conference observers rated 
social activities in two highest levels of 
achievement, individual conference participants 
had few suggestions for improvement. (See 
Appendix H) . 

(d) Conference Support 

- Support responsibilities v;ero carried out by 
OIC/A staff members. All of the small details 
were carefully handled and the conference ran 
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smoothly without any major div^ruptions . Personal 

• and clerical needs of conference members were met 

by assigned staff. CIC/AAE personnel worked as 

an effective team, meeting conference support 
needs. 

III. THE CONFERENCE ACTIVITIES 

A • Introduction 

The conference was conceived as a three day working 
session v/ith measurable accomplishments for each 
scheduled session and an overall objective of 
development of a state proposal for the use of 
ACTION Volunteers in local ABE programs. The 
concept of participant involvement was the overall 
theme, and on that premise, participant contribution 
began with preconference meetings and specific 
planning through use of a questionnaire. 

The sessions were planned to respond to expectations 
and needs indicated by information gathered from 
local, state, regional, and national preconference 
contracts via mail^ phone, and personal visitation. 

Lesson plans and participant materials were develop- 
ed for each session and outside conference observers 
— were present for on-going evaluation and participa- 

tion as resource persons. The theory of "learning 
through doing" was applied in anticipatiom of a 
general inexperience in proposal development by 
conferees, therefore, "sample proposals" were 
developed and used for guidance of local directors. 
These proved to be valuable tools; in many cases, 
minimal modifications v/ere necessary for program 
adaptation. (See Appendices E and F) . 

The "working" atmosphctre of the conference was 
further defined by the clarification of the roles 
of all conferees ard the establishment of coopera- 
tion among all levv_ s represented: ACTION (national 
and regional), USOE, and state and local ABE 
directors. The opening sessions of the conference 
were designed to elicit commitment to conference 
goals by all participants and define the function 
of the conference leader, Ronald Howard and the AAE 
staff as facilitators and resource persons. (See 
Appendix E ) . 

Further, the goals outlined were developed to con- 
form to the three day time factor and designed for 
successful completion Within that parameter. 
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B. Specifi c Conference Objectivea 

1. To develop a comprehensive written proposal for 
use in ABE which is individualized to the speci- 
fic needs of state and local program sponsors 
represented at the conference j 

(a) Each completed document will include 

appropriate information on the following 
proposal categories: 



(1) Identification cover sheet 

(2) Problem statements which are developed 
specifically to define the need for 
particular types of skills required in - 
local ABE programs. 

(3) Objectives projecting performance 
expectations for each volunteer type 
requested. 

(4) Job description and qualif ications- 

(5) Supervision and support. 

(6) Evaluation designed to gai'ge program 
effectiveness and individual perform- 
ance of volunteers. ' 



(7) Training needs. 

(8) Budget 

2. Key Objectives for each Session 

(a) Session One: To establish through the use 
of fact sheets an overview of the conference 
philosophy and a cooperative working atti- 
tude by introduction of various levels of 
participants and defining the roles and 
expected contributions to be conference. 

(b) Session Two: To familiarize participants 
with conference objectives by discussion 
of overall schedule and design and provide 
opportunity for particular recommendations 
for modifications of work plan. To elicit 
commitment from conferees for completion- 
of conference goals. 

(c) Session Three: To define through general 
discussion problem areas in local ABE pro- 
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grams and identify specific volunteer 
functions applicable as solutions, 

(d) To provide proposal development worksheets 
for local program directors and being 
detailing projected use of ACTION Volunteers 
tailored for specific program needs. 
Dovelopment of job descriptions, qualifica- 
tions, objectives, 

(e) To complete specific written proposals for 
each local program and develop cover sheets, 
budget requirements, and summary sheets, 

(f) To coordinate inter-program needs and 
problems and resolve fiscal responsibilities 
on a state-wide basis to insure effective 
demonstration projects, 

(g) To outline some of the methods and. tech^ 
niques recommended for effective supervision 
and support of volunteers, 

3. To provide a conference format which permits 
decision makers at all levels (national, 
regional, and local) an opportunity to personally 
interact in the process of davoloping a compre- 
hensive workable proposal for the use of ACTION 
Volunteers in a state-wide ABE pr.ogram, 

C, Methods and Procedures 

1. The "round table" approach was employed for the 
two opening sessions of the conference. A 
general orientation to conference design was 
presented and participants were encouraged to 
suggest modifications and commit themselves to 
the work schedule. 

Each local director described his/her local 
program and defined problems existing. This • 
method revealed the difficulties common to most 
AAE operations . and assisted in cementing the co- 
operative atmosphere desirable I*or success. 
Once functional difficulties were expressed by 
local directors, the introduction of ACTION 
Volunteers as a solution for program expansion 
and improvement was made easier. The State 
director assisted in defining the financial 
parameters and the local responsibility. An 
asset for the clarification of ABE nationally 
was the presence of a representative from USOE 



BEST COPY AVAILABLE 



Task FQ rce;:> for Planning - contd . -19- 

(Bayard Clark) to provide on-going consultation 
for tho dovGlopment of the state proposals. 
Further explanation of ACTIOW Volunteers was 
provided by Ronald Dunton of ACTION, Washington, 
• D. C. Also present were regional directors for 
the ACTION program. 

Information regarding the consultant staff and 
their function as resource persons to the 
director in the development of proposals was 
explained and the staff were introduced. 

2. Instructional methods assumed the form of 
providing "sample" proposals to directors 
containing job descriptions, qualifications for 
positions requested, budget and surmnary sheets. 
V^ith this sample proposal as a working tool and 
specific program needs defined, the AAE resource 
team was assigned to give individual assistance 
to directors in development of specific function- 

^al categories, i.e. recruitment, instruction, 

curriculvmi development, counseling, volunteer 
services, etc. The resource persons were 
members of the AAE Department of the OICs of 
America, and each had specialized expertise in 
all phases of the above mentioned categories as 
v/ell as considerable experience in the use of 
volunteers. 

3. Once individual sections of proposals were 
completed the total group was reassembled for 
compilation and surrunary of statewide plan for 
use of volunteers. Frequently this,, discussion 
of state needs resulted in cooperative or 
regional use of such specialists as a curriculum 
developer or volunteer services volunteer. 

4. The concluding sessions were roundtable discus- 
sions dealing with supervision, training, and 
support for volunteers. Standards for 
evaluation of both individual and program success 
were suggested by the conference leader and 
resource team, 

D. Results 

1, The project was successful in accomplishing the 
objectives of developing written proposals for 
the use of ACTION Volunteer in ABE program in 
the states of Nebraska, Ohio, and New Jersey 

(a) A total of 59 volunteers were requested for 
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Nebraska 



19 



Ohio 



16 



New Jersey 



24 (See attached state break 
down, Appendix B) , 



(b) 

(c) 
(d) 

(e) 
(f) 

(g) 

(h) 
(i) 



Functional job needs were defined in fifteen 
categories. Problem statements and job 
descriptions v/ere prepared to meet the 
specific needs defined by local programs in 
each state. (See Appendix B) . 

Participants were encouraged to evaluate 
sessions for effectiveness and were coopera- 
tive in doing so. (See summary of Partici- 
pant Reaction, Appendix H) . 

Conununications were established between 
various levels of representative, national, 
regional, state, and local clarification of 
roles and responsibilities for proposal 
completion. 

The tools for dypediting the conference 
were effective in tne .preparation of the 
completed proposal package. (See Conference 
Materials, Appendix F) . 

The fiscal responsibilities in all categories 
(national, state, and. local) were defined 
and resolved. (See Budget Summary, Appendix 
). 

The conferees were provided with the basic 
information required for: 

(1) Developing proposals 

(2) Supervision and training of volunteers 

(3) Budget requirements 

The use of a resource team proved to be a 
highly successful method of providing 
specialized, individual assistance and is 
recommended for efficient conference 
procedure . 

The con^G^ :?nce work plan was enhanced further 
by the participation at each conference of 
outside observers who' served as consultants 
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in addit.lon to i:>roviding an evaluation of 
the project. (See Observers Checklist, 
Appendix G) . 

. POST confi:r i::lx'e activittcs^ 

A* Introduction 

.The postconforenco activities were concoived as the 
period of time in vdiich the initial planning 
activities for use of volunteers in ABE was consoli- 
dated. It has been emphasised to each planning 
group that the conference ac-tivites were just the 
beginning state of a wide variety of activities that 
had to be carried on prior to volunteer's entrance 
into AbE programs. These postconference (or 
volunteer preservice activities depending upon 
point of view taken) included in part: 

1. Final approval of volunteer use plans by local 
boards of education and/or state boards of 
education . 

2. Determination and identification of all necessary 
support and other costs needed to fully imple- 
ment the program. 

3. On-going planning for volunteer orientation and 
training both at the ACTIO.I regional level and 
the state and local levels. 

4. Coordination and iiuplcmentation of selection u: 
volunteers through ACTIOiN office of selection 
and local levels. 

5. Preparation by local ABE administrators for 
bringing his requested volunteers into local 
programs. This includes space and equipment 
acquisition, preparing local staff and community 
for volunteer's role and function , supervision, 
and on-going in-service training. 

6. Overall coordination of volunteer projects/ 
regional ACTIOti and USOE staffs. 

7. Preparation of final preoposal by state directors 
an4 their staffs for. state plan. 

All of the above postconference activities were 
discussed \fith conference purticipants , and tentative 
plans v;.ere made for continuing planning and implemen- 
tation activities. It was clear, however, that the 
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extent to which the conference facilitators OIC/AAD 
could involve themselves in the participants; 
postconferenco activitea was limited by the scope, 
of obligation under its r>.vistiiig contract. Objectives 
for OIC/AAE postconference are defined below under 
objectives. 

Objectives 

The specific objectives identified for the OIC/AAE 
Project Staff postconference activities were as 
follows: 

•1... Consolidation of conference materials, forms, 
data, and other materials. 

2. Preparation of final report of Task Force 
activities. 

3. Postconference mailings to Task Force partici- 
pants. 

4. Final closeout of fiscal and other matters .con --^ 
cerninc facilitation of Task Force. ' ' 

Methods and Procedur es 

1. The conference materials used in promoting 
volunteer usage and preparing proposals vrere 
considerable considering the relatively short 
duration of the conference. For example, the 
proDOsal drafts themselves average 20 0 pages 
of material for each of the three conferences. 
Copies of these proposal drafts had been pro- 
vided to State directors, ACTIOIi selection staff, 
ACTION regional staffs, and USOE. In addition, 
each conference participant who had completed 

a proposal for volunteer use. 

The compilation of these initial proposal 
drafts into a finished proposal of state plan 
was the responsibility of State directors. AAE 
compiled summaries of volunteers requested 
(see Appendix for various summary tables). The 
preconference and conference were assembled m 
such a way as to provide a basis for materials 
replication in possible future conferences of 
a similar nature. Evaluation materials were 
consolidated and summarized. (See Appendix D). 

2. A final report was prepared in such a way as to 
give a picture of the Task Force in a structure 
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suitable for duplicating Task Force raethods to 
other aottings. 

3. Postconfcrence materials consisted primarily of 
a copy of the final report to conference partici- 
pants. This is consistent with the main thrust 
of the Task Force approach which consistently 
attempted to put "everything on the table. " 

4.. All fiscal and other matters pertaining to 

conference activity were completed. From the 
point of view of conference participants ^ this 
consisted primarily of reimbursement for their 
outlays of conference expenses through the 
mechanism of the OIC/A Fiscal Office. Accounting 
• for the total project, fiscal and related matters, 
have been and continue to be handled by OIC/A. 

D . s ul t_s 

The accomplishment of postconfcrence objectives by 
the OIC/AAE facilitators have been accomplished as 
is evidenced by this final report. Appendices 
attached contain consolidated materials used in 
preconference and conference activities. Fiscal 
reimbursement for all conference participants v;ac 
completed shortl after the conference sessions. 

Postconference materials consisting of the final 
report have been mailed to all conference partici- 
pants. 

One of the primary results of this postconference 
activity is that there is currently a lack of a 
focal point for coordinating on-going Task Force 
state, regional, and national activities. Evidence 
is such, through phone inquiries from various states, 
the t the question of responsibility for the post- 
conference activities of participants would have 
bjen facilitated if very clear indication could have 
been given of a regional or national person pre- 
sumable in USOE who would be able to give on-going 
direction assistance and coordination to the various 
needs of the Task Force. At the time of the writing 
of this report, we understood the USOE is attempting 
/ to develop a mechanism for this on-going coordination. 

V. CONCLUSIOt^_J^ 

These conclusions and recommendations are designed to 
summarize for other ABE administrators, the various 
pr;'nciples and learning experiences gained as a result 
of this project. 
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1» The Task Force concept was found to be a viable and 
productive approach for planning the design and 
implementation of now elements into existing ABE 
programs. It is felt that the Task Force concept 
may be examined and applied in a wide range of 
situations requiring planning activities at all 
levels of ABE programming, (i.e. local, state, 
regional and national) . We do not suggest that the 
concept be used in all planning efforts, but should 
be considered as one of several mechanises for 
planning, especially where diverse levels, agencies 
and groups must be coordinated. 

2. Considerable time and adequate resources must be 
available to implement Task Force planning. It is 
felt that USOE in this project did provide adequate 
funding and a time frame sufficient to' do the job, 
(i.e., five months at a funding level of $60,000 

for the development formation and activities of three 
pilot Task Forces) . Once experience has been gained 
in the Task Force approach, it is felt that subse- 
quent Task Force start up time and cost can be 
greatly reduced. 

3. In forming Task Forces it is most important that 
insofar as possible participants be contacted 
directly, preferably in a face-to-face situation and 
at the least by a personal telephone call. This was 
the approach used in this project. It was found, 
that director contact allowed Task Force facilitators 
to receive immediate infortnal and formal input as to 
questions, concerns, objections, problems and 
difficulties of Task Force members. 

4. The task or mission of the Task Force must be sale- • 
able to participants and involve them on a level 

of self-interest. In this effort the need for 
additional ABE resources and the need to field a new 
type of volunteer, both served the interest of the 
two large groups involved. 

5. Linking the mission nf the Task Force to true cost 
effectiveness enhances the salabllity of participa- 
tion. In this case, ACTION could increase the 
number of volunteers fielded at lower cost per 
volunteer while ABE programs could receive manpower 
resources v.'hich would have an overall average markcst 
value of twice the cost for the volunteer. (See 
Appendix I). It should be noted here that ACTlOli's 
ability to meet ABE prograjii requirements is a 
crucial factor in the cost effectiveness picture. 
Hov\rever, ABE program directors will share in the final 
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selection of volunteors and tluir ability to be able 
to do this will bo of qqual importance to the 
ultimate on-cjoing of the Task Force. 

6. Agreement and commitment to objectives of the Task 
Force musL be secured. The director contact approach 
facilitates such agreement and commitment. 

7. It should be recognized that planning a Task Force 
is a kind of change agent and that resistancoa to 
change is "natural". It is, therefore, extremely 
important that both positive and negative . attitudes 
be brought into the open as soon as possible, be 
fully recogni5:ed and discussed. Every opportunity 
should be given participants at every stage of Task 
Force activity to air their concerns and express 
attitudes . 

8. The Task Force facilitators (i.e., those who have 
the charge to servicing and guiding the activities) 
should be seen and in fact be as neutral as possible 
concerning the interests of the various Task Force 
members. This is not to say that facilitators should 
not be enthusiastic or nothavo interest in the mission 
and objectives of the Task Force. 

9.. The short rim objectives of the Task Force should be 
clearly defined, clearly measurable and clearly 
communicated. In the case of this Task Force, the 
production of specific proposals requests for 
volunteers was the principle objective of the Task 
Force within the scope of its initial period of 
activity. 

10. All activities of the Task Force are enhanced if there 
is continuous opportunity for input by members to_ 
freely shape and influence the direction of activities 
within the scope of the objectives. The body of this 
report suggests a number of ways in which Task Force 
facilitators provided freedom of input. The pre- 
conference questionnaire, and the second session of 
the planning conference are but two examples of 

much formal points of input opportunity. 

Much effort before and during the planning conference 
went into giving participants information channels of 
communication. 

11. Greatest emphasis of participation should center upon 
those who will actually implement the planned activity. 
In these three Task Forces, approximately half the ^ 
conference participants were local directors of ABE 
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programs. Their contribution was planned to be 
essential within the f ramework.pf the measurable 
Task Force objectives. 

12. The climate of the Task Force's local activity (in. 
this case the Planning Conference in Philadelphia) 
should be a climate of working towards specif ic 
ends. The Planning Conference v/as designed to have 
specific objectives for each session. The use of 
the Krishelm Retreat allowed for a contained setting 
v/here work could be focused up in an attractive 
setting. Although it is popular today to regard 
conferences as an opportunity to relax and get away 
from it all, it is believed that in the long run 
participants will gain a greater sense of pleasure 
from the actual meaningful accomplishments which 
v/ere produced. 

13. One limitation noted in this Task Force liad to deal 
^vith the factor of diverse sources of accountability 
are fairly well fixed. With the large number of 
agencies to which participants were accountable, it 
was difficult to fix responsibility. It is felt that 
greater control over this factor could have been 
gained if during the planning conference verbal 
agrccmonts of responsibility could have been reduced 
to writing as tentative agreements of understanding. 
Such would have aided postconference activities 
between various agencies and especially on the 
National, Regional, and State levels. 

14. The Task Forces on-going activities after the initial 
planning effort should be firmly fixed and responsi- 
bility assigned. Task Force facilitators developed 

a growing recognition that they should have pushed 
for the involvement of USOE regional staff members 
as a focal point for the postconference activities. 
It is felt that if this role had been created, there 
would have occurred a number of additional benefits 
to the ultimate success of this project. Responsi- 
bility for this omission, and lack of foresight is 
assumed by the Task Force facilitators. 
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CONFERENCE P;\RTICIPANTS BY LEVEL OF REPRESENTATION 29.. 



Local ABE Programs 

State ABE Office 

Regional Level 

ACTION 
USOE 

National Level 

ACTION 
USOE 



NEBimSi:A 
9 
2 



2 
0 



OHIO 
8 
2 



2 
0 



2 
3 



2 
1 



NEW JERSEY 
12 
3 



2 
1 



2 
4 



Total p-ir Conference 18* 



15* 



24* 



*NOTE: Some individuals at National Level attended more than 
one conference. 

TOTAL INDIVIDUALS PARTICIPATING BY LEVEL OF REPRESENTATION" • 



Local 
State 
Regional 
National 



Local ABE 29 

State ABE Offices 7 

State ACTION 3 

Regional ACTION 3 

Regional USOE 1 

National ACTION 3 

National USOE 6 



TOTAL INDIVIDUALS PARTICIPATING BY AGENCIES 



USOE 
ACTION 
State ABE 



7 
9 

36_ 
52 



29 
7 
7 

9 
52 
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NEBRASKA CONFERENCE PARTICIPANTS 



Bayard Clark, 
Education Specialist 
Program Services Branch 
Division of Adult Education 

Programs, USOE 
7th and "D" Sts. 
Washington, D.C. 
202-963-7254 

Christ Kyriazis 

PPD . , .. 

ACTION 

806 Connecticut Ave., N.W. 
Washington, D.C. 
202-382-6542 

Leonard R. Hill 

Nebraska State Department of 

Education 
233 S. Tenth Street 
Lincoln, Nebraska 68508 
402-471-5514 



John N. Harms 

Northeastern Nebraska College 
Fifth Street and Phillip Ave. 
Norfolk, Nebraska 68701 
402-371-2020 

L. Dean McClellan 
Kearney State College 
Room #205 
Kearney, Nebraska 
308-236-4352 

Gary Bieganski 
Chadron State College 
Chadron, Nebraska 
308-432-5571 — 

Sid Regnier 

Fairbury Junior College 
924 "K" Street 
Fairbury, Nebraska 
402-729-6148 



Gil Janssen ' Chuck Graves 

Manpov.'or Planning Office York ABE 

411 S. 13th Strciet 12th and East Avenue 

Lincoln, Nebraska 6850 8 York, Nebraska 

402-362-5592 

Curtis D. Sederburg 

.ABE Lincoln Technical Conununity John K. Lewis 
Collete Nebraska Western College. 

2240 Vine Street 1601 E. TVth Street 

Lincoln, Nebraska 68503 Scottsbluff, Nebraska 

308-635-3606 

M. L. Potter 

McCook College Ronald Dunton, Director 

McCook, Nebraska Cooperative Program 

308-345-6303 806 Connecticut Avenue, N.W. 

Washington, D.C. 
Blanche C. LaCroix . 202-382-6542 

Guided Studies Division 

Omaha Nebraska Tech. Community Paul Delker, Director 

College Division of Adult Programs 

44 6 Farnam Street U.S. Dept. of Education . 

Omaha, Nebraska 7th and "D" Sts., S.W. 

VJashington, D.C. 20202 
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John Baird, Division of Z^dult 

Program, USOE 
Seventh and "D" Sts., S.W. 
Washington, D.C. 

John Marshall 

ACTION Regional Office 

Kansas City, Missouri BEST COPY AVAILABLE 

Dorothy Kennedy 
ACTION Regional Office 
Kansas City, Missouri 

•Elton Jolly, Deputy Executive 

Director 
Opportunities Industrialization 

Centers of America 
18 West Chelten Avenue 
Philadelphia, Pennsylvania 19144 
215-849-3010 
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Bayard Clark 
Education Specialist 
Program Services Branch 
Division of Adult Education 

Programs, USOE 
7th and "D" Streets 
V7ashington, D.C. 
202-963-7254 

Christ Kyriazis 
PPD - ACTION 

806 Connecticut Ave., N.W. 
V\^ashington, D.C. 
202-382-6542 

Ken Gartrell 
Education Specialist 
Ohio Dept. of Education 
Columbus, Ohio 
614-469-4161 

Putnam Butler 
Assistant Director 
OPPD - ACTION 

806 Connecticut Avenue, N.V'J. 
V/ashington, D.C. 
202-382-2657 

Charles E. Cain 
Deputy Director 
ACTION Region V 
1 N. V7acker Drive 
Chicago, Illinois 
312-353-7498 

Yvette Coursey 
ACTION Region V 
1 N. Wacker Drive 
Chicago, Illinois 
312-353-7700 

James W. Miller 
Chief of Division of Federal 

Assistance, Special Programs 
Ohio Dept. of Education 
3201 Alberta Street 
Columbus, Ohio 43204 



Dale fealcer 
Supervisor of ABE 
Toledo City Schools 
2400 Collingv;oor Street 
Toledo, Ohio 43620 
410-244-8601 

Richard Dixon 

Dayton Board of Education 

348 W. First Street 

Dayton, Ohio 45402 

513-222-6253 

Max Way 

Piketon High School 
West Street 
Piketon, Ohio 45661 
614-289-4033 

Scott C. Lehman 
Warren Harding High School 
860 Elm Street, N.E. 
Warren, Ohio 444 83 
216-841-2256 

William Edwards 
Cleveland Board of Education 
1380 E. Sixth Street 
Cleveland, Ohio 44114 
216-696-2929 Ext. 216 

Mary Ann Miller 
Muskingum ARea Joint 

Vocation 
School District 
400 Richards Road 
Zanesville, Ohio 43701 
614-454-0101 Ext. 201 

James Vicars 
Columbus City Schools 
52 Starling Street 
Columbus, Ohio 43215 

James V. Gillen 
Cincinnati Public Schools 
230 E. Ninth Street 
Cincinnati, Ohio 45202 
513-621-7010 
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Frederick E. Miller 
Executive Director and 

Senior Vice President 
OICs of America, Inc. 
18 West Chelten Avenue 
Philadelphia, Pa. 10144 
215'^849-3010 
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Bayard Clark 
Education Specialist 
Program Services Branch 
Division of Adult Education 

Programs , USOE 
7th and "D" Streets 
Washington, D.C. 
202-963-7254 

Christ Kyriazis 
PPD - ACTION 

806 Connecticut Ave., N.W. 
Washington, D.C. 
202-382-6542 

Myrna G. llugi 

Program Specialist, USOE 

Washington, D.C. 

202-963-7318 

Purnell Swett 
USOE-nAE 

VJashington, D.C. 
202-963-7318 

ElIsv;orth Morgan 

ACTION Regional Office XI 

26 Federal Plaza 

New York, Nov? York 

212-264-2900 

Ben Contc 

ACTION Regional Office II 
26 Federal Plaza 
New York, New York 
212-264-1913 

Henry Topoleski 

Jersey City Adult Education 

Jersey City, New Jersey 

201-433-6000 

Robert S. Hatrak 
State Prison 
Trenton, Hew Jersey 
609-695-6281 



Bernard A. Brown 
Camden Board of Education 
5th and Cooper Streets 
Camden, New Jersey 
609-966-5930 

Theodore Jonnson 
Camden City Schools 
Camden, New Jersey 
609-963-4443 

Vincent Fausto 

New Jersey Department of . 

Education 
225 W. State Street 
Trenton, Nev; Jersey 08625 
609-292-6370 

Albert CCrambert 
USOE Region III 
Philadelphia 

Philadelphia, Pennsylvania 
215-597-9015 

Howard W. Gholson 
Division of Manpower 

Developraent and Training 
USOE 

Washington, D.C. 

20^-963-3287 

J 

George A. Snov;, Director, ABE 
Nev/ Jersey State Department of 

Education 
Trenton, New Jersey 
609-292-6472 

James J. Comer ford 
Martin Luther King School ■ 
. 80 Hamilton Street 
Pater son. New Jersey 
201-271-0165 

Patrick R. Capone 
Hoboken Board of Education 
Adult Mini-Learning Center 
YMCA 

Hoboken, New Jersey 07030 
201-656-4956 
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Bruno Ciccariello 

Assistant Director of 7»BE 

New Jersey State Department of 

Education 
Trenton, New Jersey 
609-292-6472 

Linda Cassidy 

ABE Mini Center 

Vineland Board of Education 

Vineland, New Jersey 

609-692-3798 

Anthony DiUbaldi, Coordinator 

Adult Education 

Newark Board of Education 

Newark, Nev; Jersey 

201-622-3428 

Joseph R. Tiscornia 
Adult Resource Center 
Jersey City State College 
2039 Kennedy Boulevard 
Jersey City, New Jersey 07305 
201-547-3101 

Robert Reid 

Newark Manpower Training Ski'IIs 

Center 
187 Broadway Street 
Newark, New J«2rsey 07104 

Delores M. Harris 

Glassboro State College Resource 

Center 
Glassboro, New Jersey 
609-445-7131 

Robert Graham 

Trenton Adult Learning Center 
143 East State Street 
Trenton, New Jersey 
609-393-2124 

Ronald Dunton, Director 
Cooperative Programs 
ACTION 

806 Connecticut Avenue, N.W» 
Washington, D.C. 



r. . 42 



BEST COPY AVAILABLE 

NATIONT^L OIC/ME STAFF ^^.^ 



Ronald W. Howard 
AAE Program Director 



Andrea L. Brown • 
Counseling Specialist 



Thomas J. Duffy 
Administrative Assistant 



Dolores V. Goodlett 
Training Specialist 



Louis Human 
Instructor III 



Lorre Jackson 

ACTION Evaluation Specialist 



Marvin Klein 

Communications Specialist 

Richard N. McKinhey 
Evaluation Specialist 



! : 43 



BEST COPY AVAIUIBLE 

-37- 



SUMMARIES OF VOLUNTEERS 
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i STATE, TYPE OF VOLUNTEER, STATE, AND PROGRAM 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE 



PROGRAM DIRECTOR ' VOLUNTEERS 



State Office Len Hill Planning and Evaluation 1 

Specialist 

Kearney Dean McClellan Curriculum Specialist 1 

Communications Specialist 1 

Teacher Trainer 1 

Chadron Gary Bieganski Counselor Recruiter 1 

Volunteer Services Spec. , 1 

Scottsbluff John Lewis Recruiter 1 

Volunteer Services Spec. 1 

Omaha Blanche LaCroix Recruiter 1 

Communications Specialist 1 

Lincoln Curt Sederburg Recruiter 1 

Curriculum Specialist 1 

Norfolk John Harms Recruiter 1 

Curriculum Specialist i 

York Charles Graves Recruiter 1 

Fairbury Sid Regnier Recruiter 1 

Counselor 1 

McCook Hap Potter Communications Specialist . 1 

Recruiter 1 
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OHIO 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE 



PROGRAM 
State Office 
Columbus 
Cleveland 
Pike-Ross 

Toledo 



DIRECTOR 
James V7. Miller 
James M. Vicars 
Willr.^.m L. Edwards 
Max W. Way 

Dale Baker 



VOLUNTEERS 

Communication Specialist 1 

Tutor/Recruiter 2 

Recruiter 3 

Supportive .Services 1 
Specialist 

Recruiter 1 



Muskingum 
Cincinnati 
Dayton 
Warren 



Dr. Chester 0. Mills 
(Mary Ann Miller, sup.) 

Walter R. Lund 

(James V. Gillen/ sup.) 

Richard C. Dixon 
Scott C. Lehman 



Recruiter 
Recruiter 



Recruiter 
Counselor 



2 
2 



2 
1 



Curriculum Specialist 



EW JERSEY 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE 



PROGRAM 
State Office 
Newark Board of Ed. 



Montclair State 
College 

Jersey City 
State College 

Glassboro 

Camden 

Newark Itonpower 
Training Skills 
Center 

Trenton 



State Prison 
Trenton 



Jersey City 

Hoboken 

Paterson 

Vinelund 



DIRECTOR 
George A. Snow 
Carmen J. Attansio 



George A. Snow 
(Joan Fischer, sup.) 

Joseph R. Tiscornia 



Deloros M. Harris 
Bernard A. Brown 
Robert Reid 

« 

Robert Graham 

Robert S. Hatrak 

Bernard Peplowski 
Patrick R. Capone 
James J. Comerford 



Carl Simmons 
(Linda L. Cassidy, sup.) 



VOLUNTEERS 

Management Systems Analyst 1 

Counselor 5 
English Speaking (2) 
Spanish Speaking (3) 

Communications Specialist 1 



Curriculum Specialist 1 

Curriculum Specialist 1 

Learning Disability Spec. • 1 

Reading Specialist 2 



Recruiter 1 

Reading Specialist 1 

Curriculum Specialist 1 

Volunteer Services 1 

Specialist 1 

Reading Specialist 2 

Recruiter 1 

Recruiter 1 

Recruiter. 1 

Counselor < 2 

Recruiter 2 
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Volunteer Title Number of Volunteers Requested 

Nebraska Ohio New Jersey Total 

Communications Specialist 3 1.1 5 

Counselor 113 5 

Counselor, Spanish speaking 3 3 

Coanselor Recruiter 1 .1 

Curriculum Specialist _ 3 3 6 

Curriculum Specialist Tutor 1 1 

Learning Disability Special.L3t 1 1 

Management Systems Analyst 1 1 

Planning and Evaluation 

Specialist 1 1 

Reading Specialist 4 4 

Recruiter 7. 10 7 24 

Supportive Services Specialist 1 1 

Teacher Trainer 1 1 

Tutor Recruiter 2 2 

Volunteer Services Specialist 2 13 

T9 "nre "24 ~ 1? 
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ADULT ARMCllALiI EDUCATION 

ns"«— --YT*?' A IJRANCH OF OPPORfUNITIES 

UiU INDUSIRIAIIZATION CtNTER, INC. 



April 21, 1972 



Mr. James Miller 
State Department of Education 
3201 Alberta Street 
Columbus, Ohio 43204 

Dear Jim: 

I was glad that we had a chance to talk briefly during the 
USOE conference call. 

The staff of the National Adult Armchair Education (AAE) I^ro- 
gram looks forward to joining together with you in the forma- 
tion of the Task Force for Plan ning ACTIO N Volunteer Use in 
ABE in Ohio. The Task I<orce wm oTfer a unique opportunity 
for systematically planning for new resources in your AliE 
programs . 

• 

AAE's role, as I'ask Force facilitators, will be one of pro- 
viding staffing and support services including coordination 
with you between federal, regional, and local levels, 

As we have planned, we will be meeting together on Monday, 
April 24 to discuss the formation of the Task Force and some 
of the major assumptions underlying this effort. We are 
arriving in Columbus on TIVA Fliglit 143 at 11:32 a.m.. As 
you suggested, Marv Klein and I will meet you at the airport. 
Briefly we feel that the following summarizes the essential 
features of the Task Force: 

1. That planning should focus on the individual state 
level and be geared to the unique problems faced by 
ABE programs in the state. 

2, That the State Director and his staff know best which 
local programs will best be able to pioneer new ABE 
program innovations. 
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ADULT ARMcliiAlH I^IDUCATION 

^a«««ur««i*-'^.',vji A BRANCH OF OPPOfUUNITIES 

INDUSTRIALIZATION CCNTER, INC. 



^ Oil; 



April 2.1, 1972 



KST copy AMIUBIE 



Dear Mr. Snow: 

I was glad that we had a chance to talk briefly during the 
USOli conference call. 

The staff of the National Adult Armchair Education CAAE) Pro- 
gram looks forward to joining together with you in the forma- 
tion of the Task For ce for Pla nning ACTION Volunt e er Use in 
■ AB 1! in N ow J c r i; c >' . 'The I'ask Force will ofTcr a unique oppor- 
tunity for systematically planning for new resources in your 
ABE programs. 

AAE's role, as Task Force facilitators, will be one of proA^i- 
dij)g staffing and support scivices including coordination with 
you between federal, regional, and local levels. 

As we have planned, we will be meeting together on Thursday, 
April 20 to discuss the formation of the Task Force and some 
of the major assumptions underlying this effort. We are 
arriving in Trenton on Thursday morning, and will meet with 
you in your office at 11:00 a.m. Briefly we feel that the 
following summarizes the essential features of the Task Force: 

1. That the planning should focus on the individual state 
level and be geared to the unique problems faced by 
ABE programs in the state. 

2. That the State Director and his staff know best which 
local programs will best be able to pioneer new ABE 
program innovations. 



Mr. George Snow 
State Department of Education 
225 West State Street 
Trenton, New .lersey 08625 
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3. That the Task Force approach, as will bo refined, 
will be an effective vehicle by which State Direc- 
tors and otliors may highlight their efforts to meet 
current and future AliE needs in the state. 

4. That a now type of volunteer will be able to effec- 
tively work in ABli programs - -the ACTION Volunteer. 
(ACTION, tlic new agency for coordinating volunteer 
efforts, is actively seeking new outlets for rele- 
vant utilization of volunteers. Their stated capa- 
bility to recruit and identify highly qualified spe- 
cialist volunteers who could be used, for example, 
as reading teachers, curriculum specialists, or pro- 
gram evaluators suggests an especially 'ptJTtinent 
source of new ABE program support.) 

5. That the use of volunteers is clearly the wave of the 
future in current planning at federal level in a 
variety of educational efforts such as Right to Read 
and Environmental Education. .Volunteer usage is a 
clear direction if the numbers of persons needed to 
be reached will ever be attained. 

6. That the currently conceived action point of the 
Task Force will be a planning conference where de- 
cision-makers at all levels - -federal , regional, state, 
and local- -will meet togctlier to effect a total plan 
for the state. use- of ABE ACTION Volunteers. With 
decision-makers present, questions, problems, and/or 
commitments can be handled on the spot. It is felt 
tliat the climate for the conference should allow for 
maximum flexibility, participation, and response at 
all levels with concrete objectives being attained. 

7. That tlie Task Force will develop and serve as a 
model for future planning efforts by other ABE lea- 
ders in regard to the use of volunteers. 



During our preliminary meeting we hope to be able to discuss 
the above assumptions frankly and openly and begin setting 
concrete objectives for the Task Force and the planning confer- 
ence. Attached find a tentative agenda for the meeting. 

In the meantime we would appreciate your identifying ten 
heads of local ABE programs (and/or decision-makers in ten 
ABE programs) in your state to be part of the Task Force, 
and to participate in the planning conference in Philadelphia 
on 



-SO- 
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These local program participants should be persons who are 
(1) able to potentially commit their programs to the use of 
volunteers; (2) open to now approaches in ABE; and (3) v/lio 
have some flexibility iii current and/or future budgets as 
some minimal costs may be associated though details are not 
firm. 

Along with t!ic identification of local program decision-makers 
you may also want to invite one or two key members of your staff 
to attendance at the planning conference. We will also want 
to discuss invita'ion of representative(s) from your Governor's 
office, legislature, or otlier agencies in the state. 

Atfachc-cl is a su«^;vt.iv;rf 'agenda for dwv v\Q.Qtivi^ on 
to whicli Marvin Kloin and I are looking forward. 

Your guidance and support is the key to the success of the 
Task I'orce's objectives. IVe wish to be as helpful as possible 
to you in the attainment of these objectives. If there are 
any immediate concerns tliat you have before we meet, please 
call me immediately. Looking forward to meeting with you, 
I am 

Sincerely yours, 



Ronald W. Howard 
National AAH Director 
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ADULT ARMCHAIR EDUCATION 

Qs«,«««««-.r.», A BRANCH Of OPPORTUNITIES 

•Mil INDUSTRIALIZATION CENTER, INC. 



May 3, 1972 
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Dear 



Your name has been Gubmittod by Dr. LGonard Hill, 
Administrative niroctor, ABE, State of Nebraska a.s a mcj-Tl^Gr 
of the iic^^raBlia 'i^ll^_Eo££c J^rJP lannj. na A'^'TION _Vo 1 un tof3 r Us o 
in_AHE. As fi'.ciiitators for thfa Task l''orcc2 which is sponsored 
by the U.S. OlficG of Education, the Adult Armchair Education 
(AAE) Program v/elcornec your involvement. Wo are working hard 
to make the Task Force experience meaningful and relevant fo • 
the needs of your program, ' ., 

Tlie Nebraska Task Force Planning Conff^rence will be held 
in Philc.dej.phia, Pennsylvania on May 14, 15, 16, and 17 inclu- 
sive. 



order that the expectations for the conference may be 




is possible. This information v/ill hopefully allow us to take 
your needs and expectations into consideration as well as pro- 
vide essential input for proposals developed with you during 
the conference. 

The materials enclosed herin include: 

1. A conference A«3chedule 

2. Task Force Conference participant list 

3. Expectations for the conference 

4. A brochure describing Krisheim, the conference 
site 



18 W. Chelten Ave., Philadelphia, Pennsylvania 19144 (215) GS 0-9000 
ER?C {140r^lDnE7^VF:NllI:^•'P^li^AD^LPHlA: Pl-N'r^SYLVANiA'tD^^ . 
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5. Conforence travel and expense information 



6. 



The planning quGstionnaira 



7. 



A starnpeci addrGSscd envelope for the return 
of the planning quGGtionnaire 



Philadelphia in the spring is beautiful. Temperatures 
usually range between fifty degrees at night and seventy- five 
degrees during the day* Dress for the . conference will be in- 
formal. 

We are looking forv/ard to n^eeting you on Sunday, May 14 
here in Philadelphia. 



Sincerely yours, 




Ronald W. Hov/ard 
AAE Director 



RWH; tjd 



BEST COPY AVAIUIBLE 
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L :i : 

Ai:) I Ji ;r armc] i a i ii ■ ucation 

n3»««»«rv,r,y»., A RKANCH OF OPPORTUNITIES 

jilli INDUSTRIALIZATION CENTER,' INC. 



May 8, 1972 



BEST COPY mum 

Dear 

Your name has been submitted by Mr. James Miller, Division 
of Federal Assistance, Special Programs for the State of Ohio as 
a member of the Ohio Task Force for Pla nning ACTION Volunteer Use 
i n ABE . As facilitators for this Task Force which is sponsored 
by the U.S. Office of Education, the Adult Armchair Education (AAE) 
Program welcomes your involvement. We are working hard to make 
the Task Force experience meaningful and relevant to the needs of 
your program . • 

The Ohio Task Force Planning Conference will be held in Phil- 
adelphia, Pennsylvania on May 21, 22, 23, and 24 inclusive. 

In order that the expectations for the conference may be 
realized, your participation before the conference will be most 
important. This will involve completing the planning question- 
naire which is enclosed and returning it to us as quickly as 

"is possibleT Th^is~^7rf OTma~tii3TT"^w±11r~hop e f u 1 ly al-±ow - us to -take— 

your needs and expectations into considciation as well as pro- 
vide essential input for proposals developed with you during 
the conference. 

The materials enclosed herein include: 

-A conference schedule 

-Expectations for the co^iference 

-A brochure describing Krisheim, the conference 
s i te 

-Conference travel and expense information 



18 W. Chelten Ave., Philadelphia, Pennsylvania 19144 (215) GE 8-9800 

ERIC 



-The planning quostionnaire 
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-A stamped addressed envelope for the return 
of the planning questionnaire 



■ Philadelphia in the spring is beautiful. Temperatures 
usually range betv;een fifty degrees at night and seventy-five 
de'grees during the day. Dress for the conference will be in- 
forraal. 

We are looking forward to meeting you on Sunday, May 21 
here in Philadelphia. 




feonald W. Howard 
AAE Director 



RWH:tjd 



BEST copy AVAIUBLE 
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-55- 



May 13, 1972 



BEST COPY AVAILABLE 



Dear 

Your name has boon submitted by Mr, George A, Snow, 
Director of Zvdult Basic Education, Static of Nov/ Jersey as a 
member of the Nov; Jersey Tg r?): Forco f or Pl^:i nning ACTION^ Vo-Uin- 

in hBi:'i' ' Kiz'T^iciii'tixtors 7; or *t]riH'"'Ti-rrrk' Fo3:^^^ 
BponsTored by"the U.S. Office of Education, the Adult Armchair 
Education (iV\E)- Program we 1 come your involvement. We are 
vjorking hard to make the Task Force experience meaningful and 
relevant to the needs of your program. 

The Nev; Jcr.sey Task Force Planning Conference v/ill be 
held in Philadelphia, Pennsylvania- on May 30, 31 and June 1,2 
inclusive. 

In order that the expectations for the conference may be 
realiEied, your participation before the conference will be most 
important. This will involve completing tlie planning question- 
naire v.'hich is enclosed and returning it to us as quickly as 
is possible. This information v.'ill hopefully allov/ us to ta)ce 
your needs and expectations into consideratj.on as well as pro~ 
vide essential input for proposals developed with you during 
the conference. 

The materials enclosed herein include: 

1. A conference schedule 

2, Task Force Conference participant list 

3'. Expectations for the conference 

4. A brochure describing Krj.sheim, the conference 
site 



V;* Choi ten Ave, , Philadelphia, Pennr.ylvania jpl'l'l (215) R--9800 
llAQA RipC.C AVENUE. PHII,ADt"LPHIA. PENNSYLVANIA 19130 jj CE 0-5400^ 
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5. 



Confcirenco travel and oxponye information 



6. 



TliG planning quostionnairo 



7. 



A stamped addressed envelope for' the return 
of the planning questioniuiire 



Pliiladolphia in the spring is beautiful. Temperatures 
us\ially range botv/oen fifty degrees at night: and seventy-five 
degrees during the day. Dress for the conference v;ill be in- 
formal . 

We are looking forward to meeting you on Tuesday, May 30 
here in Philadelphia. 



Sincerely yours 




Ronald VJ. Howard 
AAE Director 



RV7II: tjd 



BEST COPY AVAILABLE 
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'\A£u's<:':ai for pLAN;Mii-'!G 

ACTlGr! VOLUNTEl^R USi: IN A.li.E. 

conferginIce schedule 



Eai'lyEveiiinfj 

- A r* r i V c; P |-> 1 1 a ci e 1 p 1 1 i ii I n t e r n ci t i o n a 1 A i r* p o r t 

- T r 0 V e 1 I o K r i '.1 h c i ni C o n f o f c n c c. Center* 
-An informal "socicjl Lime" is planned. 

BEST COPY AVAIUBLE 

onday, Mov 1!:. 19 72 

8: 00 BREAKFAST 

9:00 OpcningSession 

-Konald Howard, Director, Adult Armchair 
Educn t i on Prog roms , 0 I C ' s of Ame r i ca 

V/ c 1 c onre""a n d C oh f e r~e n c e " O'V^ct vi ev/ * 

-Dr, Leonard Hill, Administrative Director, 
A (3 1: , S t a t c o f N e b r o s k a 

"Voluntoo.rs Potential Mfjnpov/er Resources in 
ABL* in Nebrc'iskn" 

-Ronald Dunlon, Director of Cooperative Programs, 
ACTIOtI 

*'Ncv/ User, of Volunteers in America" 

-Paul ,D e 1 k (' r J D i r' e c t o r , Division of Adult Education 
United S t vi I o s Office of E (i u c a L i o n 
"The USOf; CommiLmciU to Volunteer Use in AHE" 

-Elton Jolly, Deputy D i i* e c t o r , 0 [h> o r t u n i t y 
I 1 1 d u s t r i a I i X d L i o n Centers of America, I n c • 

-Kcv. Dr, Leon II, Sullivan, Chairman of the Board 
and Pounder, 01 C's of Amori co 



1 
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1 0 ; 30 <i . m . Ro n 11 ov' r d n lul S f ;i f f 

Achieving Con fo rcnce Goals: Pliinniiig 
f) n d P I" o p o i; ci 1 s 

1.2:V5 LUNUH 

1 5 '30 p.m. Problonis and N''::ccl;i in Local ABI" Programs 
in N(;brorJ;;3; Rev lev/ and 5l-ujring 

3:30 Stal--! Plan for Volunteer Use 

6:00 DINIIER 

6:30 S p e c i 1 Activities 



Iy£l^LLY.i_iL2X_li:-_L57 2. B£^ qqPY ^y/y ^bLE 

8:00 a.m. BREAKfAST 

9:00 Volunteer Prog ram Planning Scsr. ion 

- D e V e 1 o p i n g 0 b j c c t i V e 5 

- E s t fi b 1 i s h i n g Procedures 
-Range of Volunteer Roles 
••Job Descriptions 

" -Budget Cons i de r a t"i ons 

12:15 p.m. LUNCH 
1:00 Volunteer Proposal Development 

Preparat on of Final Drafts of Proposals 
6:00 DINNER 

6:^5 Tour of Philadelphia including Progress Plaiia, 

biC Fc:e der Program, ARE/GED Class, Historic 
P h i 1 D d e 1 p !i 1 a , a n 0 Bra n dy '5 V/h a r f . 



ERIC 
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\/odncscJciy . lUiy 17, 19 72 

8:00 ii.rn. ■ BUCAKFAfST 

9:00 Pre s e 1 1 1 n l i o n of C o n f e r c n c e ■ R e f> u 1 t s 

P r op o cj 1 s c"i n d PI d ii n i n ci M o dels 

Review I'lnd Assessment of Conference 

"Whore Do We Go from Here?" 

12:15p.m. L U M C H 



ERIC 



P r 0 p r 0 t i o n for D e p ci r t u r" e 
and T r" 0 V c 1 to Neb r a s k a 



BEST COPY AVAILABLE 



TASK FORCE FOR PLANNING -so- 
ACTiON VOLUNTEER USE IN A.B.E. 

CONFERENCE SCHEDULE 



Sunday , Hny 2 1, 19 72 

b£ST COPY AVAILABLE 

Even i ng 

•Arrive Philadelphia International Airport 

-Treivel to K{*isheim Conference Center, Chestnut 
Hill, Philadelphia, Pennsylvania 

-Reg i 5 t ra t i on 

-An informal "social time'' is planned, ' 



Monday, May 12, ]<:)J1 

8:00 a.m. BREAKFAST 

9:00 -Rof^ald W. Howard, Director, Adult Armchair 

Education Proyrdins, QIC's of America 
V/elcome and Conference Over vie v/ 

-James Miller,- Division of Federal Assistance, 
Special Programs for the State of Ohio 

"Vo 1 u n tee rs as Po ten t i a 1- M cvnpowtrr - Res-o-urxes 

I n ABE in Oh i o" 

-Ronald Dunton, Director of Cooperative ProgramSi 
ACTION 

•*Nev/ Uses of Volunteers In America** 

-Paul Delker, Director, Divsion of Adult Education 

United States Office of Education 

**Thc USOE Commitment to Volunteer Use In ABE** 

-Elton Jolly, Deputy Director, Opportunities 
Industrialization Centers of America, Inc. 

-Ruv. Dr. Loon H. $ullivan. Chairman of the Board 
and Founder, QIC's of America 



6G 
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Monday. M o y 2 2 ( C on li n u f: d ) 

10:30 a.m. -Roruild H o.v/ a r d and S t f f 

A c h i c V i n c| C cn i f c; r e n c e Goals: Planning 
a n d P r o p o i a 1 s 

12:15 p.m. LUNCH 

1:30 "Problems and Needs in Local ABE Programs 

In 0 j-i i o ; R e v i ev/ and Sharing 

3;30 -State Plan for Volunteer Use 

6:00 DINNER 

6:30 -Special Activities 

BEST COPY AVAILABLE 

Tuesday, May 23, 1972 

8:00 a.n . BREAKFAST 

9:00 Volunteer Program Planning Session 

-Developing Objectives 

-Establishiny Procedures 

-Range of Volunteer Roles 

-JobDescriptions 

-Budget Considerations 

ITTIl^p; m". LDWCH " 

l:jO -Volunteer Proposal Development 

-Preparation of Final Drafts of Proposals 
6:00 DINNER 

6:45 -Tour of Philadelphia including Progress Plaza, 

OIC Feeder Program, ABE/GED Class, Historic 
Philadelphia, and Brandy's V/h a r f 



B7 
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Wednesday, May 2 19 72 
8:00 a.nu BREAKFAST 

9:00 -Preser. I. atioii of Conference Results 

P o p o f. a 1 s and Planning Models 

-Revievv and Assessment of Conference 

-''Where Do We Go f rorn Here?" 

12:15 p.m. LUNCH 

-Preparation for Departure 



BEST COPY AVAIUBLE 



! 68 
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TASKFORCE FQJR PLANNING 
ACTION VOLUNTEER USE IN A.B.E. 

CONFERENCE SCHEDULE 



Tuesdny, May 30J972 

BEST COPY AVAILRBLE 

Eo r 1 y Even 1 ng 

-Arrival at Krisheim Conference Center in Philadelphia 
•Registration 7^30 - 8:30 p.m. 
-Coffee and Snack Tray - Slide Tapes 

Wednesday,May3l 



8:00 a.m. BREAKFAST 

9:00 Session tf\ Background of the Task Force: 

Philosophy and Potential - Brief Remarks 

-Ronald V/. Howard, Director, Adult Armchair 

E ducat! on Programs, 01 C * s of A m e r i c a 

Wei come and Conference Overview 

-George A. Snow, Director, Office of Adult Basic 
Education, State of New Jersey 

-Ronald Dunton, Director of Coopeiattve P rog rams , 
ACTION 

-Paul Delker, Director, Division of Adu?t Education, 
United States Office of Education 

-Elton Jolly, Deputy Director, Opportunities 
Industrialization Centers of America, Inc, 

-Rev. Dr. Leon H. Sullivan* Chairman of the Board 
and Founder of QIC's of America 



ERIC 



W e d n e s d «-i y , M n y 3 ' (Continued) 
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10;20 a.m. Coffee Time 

10:30 Session ,"2 Overview of Conference 

Design and Objectives 

njii5 Announcements of Evening Conference Activities 

12:15 p.m. LUNCH 

1:30-^:30 Session //'3 Identification of ABE Program 

F' rob 1cm Areas and Need for Volunteers 

3:20 CoffeeTlme 

5:00 Happy Hour BEST COPY AVAILABLE 

6; 00 DINNER 

6:A5 Tour of Pfiilndelphia including Progress Plaza, 

OIC Feeder Program, ABE Class, Historic Points 
of I n te res t 



Thursday. June I, 



8:00 a.m. BREAKFAST 
9:00-12:00 noon Session Ilk 



10:20 

12:15 p.m. 
1 : 30-3: 20 

3:20 
3: 30-^.: 30 

6:00 
6:30 



Coffee T 1 me 
LUWCH 

Session ffS 

Coffee Time 
Session // 6 

DINNER 



Proposal Development Workshop 
Part I 



Proposal Development Workshop 
f»art II 



State- Wide Planning and 
C 00 rdi nation 



Bus leaves for "Hello Dolly'', Playhouse In 
the Park 



ERIC 
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Friday, June 1972 - ^ 

8:00 a.m. BREAKFAST 
9:00-12:0v Session HI Conference Wrap Up 

10 . Coffee Time 
]2:15 LUNCH 

Preparation for Departure and Travel 



BEST COPY AVAILABLE 



EMC 
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CONFERENCE PARTICIPANTS 



■6G- 



NEBRASKA 



BEST COPY AVAILABLE 



Dr. Leonard Hill 

Director of Adult Education 

State Department of Education 

233 S. 10th Street 

Lincoln, Nebraska, 68500 



Ms. }3lanche LaCroix 
Omaha Technical Coinmunity 

College 
Omaha, Nebraska 



Gary Bieganski 
Chadron State College 
Chadron, Nebraska 



John Lewis 

Nebraska Western College 
Scotts Bluff, Nebraska 



Charles Graves 
York Public Schools 
York, Nebraska 



Dr. Dean McClellan 
Kearney State College 
Kearney, Nebraska 



John Harms 

Norfolk Conununity College 
Norfolk, Nebraska 



Dr. M.L. Potter 
McCook Junior College 
McCook, Nebraska 



James Ihrig 

North Platte Community 

College 
North Platte, Nebraska 



Sid Rcgnier 

Pairburg Junior College 
Fairburg, Nebraska 



Gil Janssen 

State Manpower Planning Office 
14th and M Streets 
Lincoln, Nebraska 



Curt Sederburg 

Lincoln Technical College 

Lincoln, Nebraska 



ERIC 



7Z 



CONFERENCE PARTICIPANTS 



OHIO 



BEST COPY AVAILABLE 



Mr. James W. Miller 
Division of Bederal Assistance 
Special Programs 
3201 Alberta Street 
Columbus, Ohio 4 320 4 

Miss Vera Baymillei 
Toledo City Schools 
Manhattan [] Elm Streetii 
Toledo, Ohio 4360 8 

Mr. Richard Dixon 
Dayton City Schools 
34 8 West First Street 
Dayton, Ohio 4 5402 

Mr. Jerry Drone 
Akron City Schools 
70 North Broadway 
Akron, Ohio 44308 



Mr, Williarn Edwards 
Cleveland City Schools 
1380 East 6th Street 
Cleveland, Ohio 44114 

Mr. Walter Lund 
Cincinnati City Schools 
230 East Ninth Street 
Cincinnati, Ohio 45202 

Mrs. Mary Ann Miller 
Muskingum Area Joint 

Vocational School 
400 Richards Road 
Zanesville, Ohio 43701 

Mr, James Vicars 
Columbus City Schools 
270 East State Street 
Columbus , Ohio 43215 



Mr. Max Way 

Scioto Valley Local Schools 
Piketon High School 
West Street 
Piketon, Ohio 45661 



CON P!J RE NC E PAiVf IC 1 PAI^ITS 
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NEV/ JuRSSY 

BESI con AVAILABLE 



Mr. Gcorqo A. Snov;, Director 
Office of Adult Basic Education 
State Department of IJducation 
2 2 B We t S t. a t o S I: ?: o e I: 
Trenton, Now Jersey 0 8625 

Mr. Vincent r\iiu-;to, Supervisor 
Adu.lt Jvasio Education 
S t a t o D e pari) w o n t of Jil du c a t i o n 
225 Vki a t f ; t a t o St r c- o t 
Trenton, Now Jer.v.Gy 0 8625 

Mr. Bruno Ciccenricllo 

A G f ; i £! t a n t D i r o c t c; r 

Adv 1 1 V. a s i. c E d \ i r* a t J o n 

S t c?. t o. X) f.o p ? i r I: ;ri c-.^ n t o f K d u c a t i o n 

225 We s t S t a to i". tr c ot 

Trenton, New .Jersey 0 8625 

Mr. Carmen Attanruio 

'ABK Director 

Board of Education ,. 

31 Green Street 

Newark, New Jersey 0 7102 

Mr. Bernard Brnv;n 
Plazci Motor Hotel 
Cooper & 5th Streets 
Camden, Nev; Jersey 0 8101 

Mr. Patrick Capone, Director 
Mini*"Adult Loarning Center 
c/o VMCA 

1301 V^anhington Street 
Hoboken, Ne\; Jersey 0 70 30 

Mr. James Coinerford, Director 
Adult Ba.':;ic Ediu^ation 
Marl in LuufK;j: Jig School 
80 Uar.iilton Shrool: 
Paterson, New Jersey 07505 
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Mr. Robert Graham, ABE Director 
Trenton AYHl. Learning Center 
Broad Street Bank Building 
143 East State Street, Suite 815 
Trenton, New Jersey 0 8611 

Mrs. Dolores Harris, Director 
Adult }:^ducation. Resource Center 
Glasnboro State College 
Glassboro, New J ersey 0 8028 



Mr. Robert S. Hatrak 
New Jersey State Prison . 
3rd L F ode r a .1 S t r e c t s . 
Trenton, New Jersey 0 8625 



Mr. Bernard Pcplov;ski 
Assistant Supo r i n te nd e n t 
100 Newkirk Street 
Jersey City, Nev; Jersey 0 7305 



Mr, Robert Reid, ABE Director • 
Newark Manpower Training Skills 

Center 
187 Broadv7ay 

Newark, New Jersey 0 710 4 

Mr. Carl Simmons, Acting Director 
Adult Education 
Board of Educa.tion 
106 Land is Avenue 
Vineland, New Jersey 0 8 360 

Mr, Joseph Tiscornia, Director 

Adult Education Resource Center 
Jersey City State College 
Jersey City, Nev; Jersey 0 7 305 
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* % 1 . ! .... V I ^^ , , . i^. y ^. . V,, I / \ ? J I ^ \J 

BEST COPY AVAILABLE 

Every lev c; 1 f A L> \. i I li s I r < » 1. o r r:, t h t p. t f c t t: he s f, o t c 

will b c ^) r '.^ r, 0 ;■) t i r » c i u i I ; ^ <\ v <\ \j v c e u 1. a t- 1 \' c of I o c 1 p r o c; i* ni u , 
G t t e o f r i c i s » r. v: I I '\ r e ii i o fi 1 a rui n t i o n a 1 o f f i c e. r s 
f r oni b o l h U S 0 'i r, n d A C T I 0 11 ( I h c n u f i o n 1 vol u n I e c r' a g o fi cy ) . 

B o t h i> r r, r in n n d i> ^1 i c y o T I* i c i o Is v/ i 1 1 b o p r o s e n L so t h o t 
<i 1 I r t i n f: n L i ri i o r i. *: i ! o n o fi d / o r o u t. r. o r .i t n e o d e d t-o -p 1 a n 
Ihc iMtUe uCic of vo ] uri t r . i.a ABE' v/ i 1 ) bo available. 

T h c* c ri f 0 (• e n c v.' ill c. o n c n t a 1 o s o 1 v.: 1 y on lUe n e e d a n d 
e >: p o c I i o n t> o f o n f. t o L c so t li a L nTu o n i fi 9 P u 1 pi a n n i n g c a n 
t Ci kc p ^ a c e . 

T h c o 11 f e v V n c c! v; ill be 1 i <n i I c J to p p r o a i n n t e ly twenty 
pGop)(' so thot. iL Ccui be infcrrnal, relevsTit, and pecific, 

Tho ccMifcrcncr! i^iLe v/os carefully chosen to avoid conflict- 
i ng comfit i t rnen t 3 . 

It V.' i 1 i be o workiny conferc-^ncc requirinfj the active parli- 
c i p u L ! o j I v\ vi 1 i . 

■S peel r I c r i L t c^. n p r r- o 1^ c 1 f r I h c ■ u s 0 ol* v o 1 u n 1 e o 1^ s i n A B [I 
arc [M'- c !: .^vd to-be coiuploLcd J:iy ttia end of the three doy 
con f e 1 < n c e • 

A s t a ^ c p ] u n f o r f u I u r e ' u s c a rui n e e d 0 T v o 1 u n t c 0. r s in A D F. ' 
will bo devc ] oped . 

It is ex[)ccled ihr.jt ABt; cjdm i n i s t r ;j t o r s will Iccivo the con*- 
fcrcnco v/ith d cI'nji" u n d r r s t cj n d i n g of ACTION'S new approach 
t C; w a r d z I h o u s 0 o 1* v 0 n t c rn r s . 

It i 1- expect n<l th'3t ACllOt^' officials wili leave the confer*^ 
c n c c V.' i t h o c ] e 0 1^ u n d e r • t a n d i g of the state's problems 
cj n d needs 1 n A L> l . 

It is e X [:> c c t e d t h I 1 1^ is c o n f v c n c o i-; ill i; e r v c as a ni o d e 1 
for t\\i: inlroductior of ACTIOfi Volunteers throughout the 
na t i Ofia 1 A!;' l nc two ri. . 



1 : 75 




BEST COPY AVAILABLE 

Participontr; in tMe. Tc^::k Force Planning Coi^ljerencos v/ill be 
providad v;i th tran.vpn?: tation , hoiisincj, and f.ooci for tho entiro 
period ui tho oorif croiico , It is ^i^:;Fn^;^,("»d tbat conf orci^.ca i;)art.i- 
cipants \:ill bo in att.endancc for tlio entire four day period 
unlofi::. prior arrancjoinci^its have-, boon rnado. 



Mebrri!'.^'' n , Oliio, I^aiisas .^"^tV/^ -^.^jctji^^rn^^ - Participants 

v/iJ.l provided f;>::?c:riSe:-> poid lor air travoJ. and ground tran^-^- 
portaiion to and from airport. 

! 
I 

\^ij:ihJ ngton , J2_. C • ^Nov; York, and J^^^^JpV - Participants 

'./ill he "provid-ju wTv-if ox[;onso:r p<-rid**'"ior trcd.n travel and trans- 
portation to cjnd fro:v; train station, or roirn}>ursornent for travel, 
in private car. llov/oyor, rcjidjabunsoinent for private car trciVcDl 
will not exceed amount of train travol plus ground transporta-- 
tion. 



AIR TRAVKL 

Prepaid airline tickets v;J. 11 bo .sent to participantc 
noG'.ding air trp.vol by registered i.iail. Tickctfii v/ill bo rcccivod 
no lat'-n:" than throe dayt^ prior to departure to Philadelphia. 



TPATN Tr:AVi;L 

Participant's u:.:ing train travul sliould pre^o-nb receipt 
for round trip ticket at begjn!:ing of conference lor roii.ilniry^e'- 
inont by check duri r.^-j confer once 



« 



roceivo a 

•flcit $1.0.00 ro:i;:'bur;:f: for a.ll Ir.rivc:.! to and frora airport 
or tr.ii.n (••"a..i.o;i . 1\\ [])'.> ■.■.. o.i..ri..'Ui,,.-> Liv,ic:'.;r.? c-c'.iUil cos ty fojr 
transport/- Lion oxcot-.'d $.1.0.00, participants v.'il.! bo raimbursod 
accordinoly. . 



For participant:-; olocLing private car travol, we v,'ill 
have a travel roi'.uburGJjuiont form .Cor you to fill out during 
tho firr-it clay of tho conl.orcnce . A standard rate of 10C-* por 
inilo will be allov/ocL Soo above for upper limit restrictions. 



TRAVEL Dj R[::c'iio::s TO A:;n Frio:-) AiHi'or;T/TRATX ^^tation 

The AAC fttaff v;ill attempt to moot thocc participants 
comJno to rfiilado.lphia in groups at Philadolphia International 
Airport, 30th vStreot Station, or North Philadolphia Station. 

Taxi cab travel is the best motliod to qot to Krishoim. 
Philadelpliia cab driver.';:, while nsuailly comr.-'e.tont , will prob- 
ably not be i:a!;ii].iar witii Kri;:haim but should be able to recog- 
nize the address as "Mermaid Lane and I'lcCal lu;r. Street, Chestnut 
Hill, Philadelphia." A map for directions to Krisheim is inclu- 
ded in this package. 



Costs for room, meals, and coffee breaks v;ill be arranged 
by AAiJ witli tho Krif.;hci]a Center. Singl(_' roor:'.'" are not ax'Jiil- 
able at ;\risheira. Room a^signmentK v,'i]l be made to doubles 
and. triples in tiie spacious rooni£i available. 

Throe meals a day will be provided an v/cll as coffee breaks. 

Me a 1:3 will be .served promjvLly at 8:00 a.m.,- 12: Vj p.m., and 

6:00 p.m. Food at }Cri;~.hoim Coj-jter is good, and v;c plan to pub- 

lif-;]i r.icnuF, in advance. Arrangements for special diets should 

be made as early as possible tlirough AAE staff. 

Krisheim' K remote location does not. offer easy access to 

stores and shops, so participants should plan accordingly. AAE 

staff v,'ill provide guidance and assistance to participants for 
obtaining needed items at local shopping arens. 

Should you I'lave any quo-; Lions or concorTis concerning 
Ihetc- a.rrai:'!e;-:i'.'P. i.s , or i f aj.r ticl'.eti", do not '.rrivcv three d'^^/s 
prior to oep'-.-r tu-:'o , cv'.ll the AAl' oj"i.'ie..'. in rhilc'.dol;.)i) i a 

(Aro^i. code 21;>) ■.'}■' .■:•-') <'00 ];:. tveen i]'.:iO a.m. and 5:30 p.m., 
E a s t o r n D ^ i \' 1 i c • i 1 1 T i ;:i c , 
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TASK FORCE PL/aM^;lhiG ^72^ 



Name 



Of f I ce Addrcsr. 



Office. T c 1 e |) h o 11 c Arcta Cocio ( 

Homo Tclcphofiu A rea Codo ( )_ 



Name of Program 



Agency, Department > or Institution^ 



Note: V/f roa]\ZG that not every question re lotos directly to 
your program, but-v^c v/ould ap|)rcciotc your toking the 
time to answer as fully cis possible those questions that 
a r c cj p p 1 i c a b 1 e . 



PROGRAM NEEDS/PP.OSLEr.S 

A. Briefly strjto v^Iu'jL you see as being the most Important 
nee ds / p rolj 1 ems v/ith v/hlch your prog mm is faced 
(excluding i n c a 0 s c d operating budget). 
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I I . PROG RAH OaJi:CTI VhS 

A. Currently v;lu-it cjre your procjrciin ob jfict i vos for thlii 
fiscal year? 



( 1 ) Number of p n r t. i c } p :i n t s 

( 2 ) Number of new o n r o 11 e e s. 

(3) Number of students completing 
a cl V ci n c e d level 



B. V/hat other specific objectives do you have for 
the p rog ram? 



C. What Is your estimate of the total target population 

(adults who have completed 8th grade" or less education) 
which is currently unreached in the area which you serve? 
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-74- 

D. WhtTt is tlic. total nunihc-r oF participants involved 
to date during tlils fiscijl year? 



III. CURRENT VOLUNTEER USAGE 



A. Arc volunteers of any kind currently involved in 
your program? 

Yes No 

I f so, 

(1) List job catccjories and approximate numl>.er used: 



JOB CATEGORY APPROXIMATE NUMBER 



(2) Is there a pre- service training or orientation 

program for volunteers? If so, briefly describe: 

Yes No 
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IV. PROJECTIID VOLUinEL'R USE 



BEST COPY AVAILABLE 



"75- 



ERIC 



A. *Wli,;it. typos niid riu.ibcrs of ACTIOfl Volunteers do you 
p roj ec t U'j i iig. in the conlnrj ye. rir? 



VOLUNTEER J0!5 

CATEGORY OP. TITLE NUMBER 



Briefly describe what duties arc involved in each of 
the job categories or titles listed above. 

Note: It should be kept in mind that ACTION Volunteers 
cannot be used to replace existing job positions. 
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-76- 

(3) there o rocruilMeiU procjr/jm foe vo 1 u n I o e r b ? 

Y s Mo I f s 0 , briefly c) e g c r I b c : 



B, Have you used VMSTA ov othor c ocij:) c n s n t c d voluntorjrs 
now or i n the 005 I V 

Yes tJo 

If yes, v/hat succci;bes or problum^ were encountered? 



Is there currently a budget allocation for volunteer 
use or support i n yo u r p f ocj ram? 

Yes No If so, whtU level? 
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Rfink the above job I'ecjtJ r i cg of voluntcMu-s in order of 
prioi'ity to needs of your progrcun, i,e, |1) most important. 



V. COtlFEHENCE INPUTS 

Are there any questions, problems, or needs relating to 
volunteer usnrje in ABE! that you v/oul*d like: raised during 
the conference? 
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PRECONFEPvENCE QUESTIONNAIRE 
RESPONSES FROM PARTICIPANTS 

APPENDIX D 
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TAtiK FORCE FUIi PLnr.'iMMG ACTION VOLUNTlilER USl^: -118- 



LESSON PLAN 



SESglOr^ 1 — Dac];cjrounc! of the Task Force; Philosophy and 
/ Potential 



I . INTROD UCTTON 

This nenrjion i.s desicjned to acquaint thG conference par- 
ticipants v;ith a broad overviev; of the background of tlio . 
conforc^rce along v/itli specific expectations concerning 
potent:!. '1 resalt?^. The session i^ also meant to sot the 
tone for ai; atrao^pherc of cooperative effort during the 
- GonforcincG an-ong reprc^sentativcs Crcm national, regional, 
state, and local levolo of adrrdnistrat ion . During this 
firL^t ser^^:5ion all conference par ticipc.nts v;ill be intro- 
duced, and their projected contributions .to the success 
of the conference v.'ill be reviev/ed* 

II. OruJECTIVF.S 

A. To provide background information on the Task Force 
conference so tl:at conlvirercc participants may be 
av/are froirt the conference buy inning of v/hy they were 
chosen and v.hat is planned for triem* 

E. To establi:^h with the conference participnints some 
f undanientai CMpectationn concerning the conference 
purpore inducing the participants * ov:n potential 
contributionfi . 

C. To introduce the conference participants and to de- 
fine the roles of the Task Force facilitators. 

D# To establish an atir.ofvphere of cooperation among 
conference participants ^^o trhat the overall con- 
ference goals as v;ell as specific needs of individual 
- participants v;ill successfully be: net. To enlist the 
full support of eaojh participant by clearly defining 
the possible benefit-ti of successful conference out- 
ccn\es for each local program. 

E. To provide adequate orientation to facilities of the 
conference site and to sumir.ari^'.e for participants 
tb.o planned social activities for the three days of 
the conference. 
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Tas l:^ Fcrcon f or Planninc/^^^ cont. . ' 

III* FnOCE DUREG 

At TliG canfcrcnco If^adcr v-ill orient pcirticipants to the 
purpose and objectives of this sessioru 

B. The conference leader will outline the bacl^ground of 
the conference and gj-ve a suimr.ary of potential results 
which the coufereiice facilitators expect to follow dur- 
ing the three day working conference. 

C. Confe.':enco leader v/ill direct introduction of con- 
ference participants in a round table order in v/hich 
each participant will give a brief suEuriary of his 
involveiTient in AJ3E. 

D. The conference leader v/ill introduce all agency 

• reprc.otjntativcn prei^ent, each of whom v;ill individual*- 
ly speak on the role his agency is expected to play 
in accomplishing the goals of the Task Force. 

E* The conferenoo leader will review v;ith the partici- 
pants the conference v/orking schedule. 
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SESfJION 2 — Overvie.v/ of Conference Design and Objectives 

^ • INTROp-ICTTON 

This soivf^ion in designed to provide a r^eaningful exchange 
betv;ecn conference p.Uinners ond pa.rt icipants in order to 
shc^re the projected design and tir.otablc for accoiaplirih- 
ing confcTCM-icc- oh jectivet*; . The reccramendations and in-^ 
putfj from conforc:nao participant^^ v:ill bo solicited in 
order to solidij'y conmiitiDont.^j and coni::enE.iUS among par- 
ticipants upon the plan of action to be followed in 
meetin'-j conference goals and v/orJc output. 

II. OBJIi^ClIVKS 

A. To prccent to conference participants, for review 
and discui^sion, the overall conference design and 
the proiected timetable for accomplishing objectives. 

B. To identify and con^.plete mcdif ications and /or refine- 
mentG on confercnco v/ork plan tirae. schedule as re- 
quired by participant inputs, reconmiendations and 
feedback. 

C. To establi^^h a common focus and. undorstc)nding on the 
purpose and objectives of each conference reseion in 
order to c^ecure ta.'vk-oric nLed copjiutrp.entG from con-* 
ferenco participants? to the realization of our pri- 
mary conference goal — ncnnely, the development of 
conpreheni-iivo*^. v;rittc:n proposals for the use of ACTION 
Volunteers v:hich are individualized to the specific 
needs of rotate and local ABl' prograui sponsors, 
represented at the conference. 

III. PROCEDURES 

A. Leader will orient participants on the purpose and 
objectives^ of thi^ session. 

B. Leader will review with participants; the Primciry 

^P^l^^'l!*^^!}^^ I'iilill 2]-3]rE!il^ cJtatcrucnt in order to solidify 
a ''corarrion focTu:» and ^understanding on the question^ 
"Where are we going?*' 

C. Leader v/ill next introduce the concern: •^IIow will 
we get there?" in order to introduce the projected 
work activities and timetable necessary for 
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Tar;k F(.r/.L - ■• f or_ ri;inn:Ln_<;]_ ~ cont, 

accomplishing conforonce cjoalc. Loader will distri- 
bute to. each p.-irtici.pant tho Couleronco "Ocr.ian and 
Aclivily ry v'orkf-'li'^ctf.' aiKW;llQv; aclGqucit'" i'ivy.:' 

;•- T^[^^P^''^^SriV:.r^^^^ mir.utos) for independent review 

and familiarization. 

D. Lcador v/ill engage participants in structured dif.- 

cussion and excluingea in reference to each of the six 
workshop or. s ions described in the Co nfere nce-! Den ign 
and Activity .'iiiinn'^jiry^ v/'orkr-Jiaets , Among tTu'""pririKiry 
objecTJ voV"'of'"'thi,^^ 'Gcquential discussion of workshop 
sesiiiontj are: 

1. To provide. clc\rif ication and additional infor- 
mation as needed and/or requested. 

2. To solicit rncoiranendationr-i and feedback from 
conference participants vjhich might refine and 
improve the v/ork plan time schedule needed to 
accomplish confi-irence goals, 

3. To identify and resolve potential problems and 
concerns which might interfere with group prog- 
ress toward realir!;ation of conference objectives, 

4. To further stimulate and enhance a positive and 
cooperative working climate c^id atmosphere among 
conference participants . 

E. Leader will solicit preliminary inputs for activities 

which might bo scheduled into conference session 'If?: 
Confernnco Wrap-up (v;hich has deliberately been left 
open for f inalizati.on by conference participants) . 

F. Leader v;ill briefly summarize understandings and 
coiiunitmonts which have resulted from this session. 

G. Leader will conclude session by introducing staff 
person responsib3.e for sor:ial and entertainment ac- 
tivities planned for the conference.. Staff person 
should be prepared to provide an informal review 
and discussion of conference plans in this area. 
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T7\SK FORCE FOU PLAU^NlIiC ACTION VOLUNTEER USE " '^1^2- 

IN /\m 

LIilSEON PLAN 



SEi^STCN 3 Iclenl. i.-.Mcation of Ahi: Program Pro):)lern and Need 
for Voluntcerfj 



1. INTRODUCTTON 

This session v/ill provido an opportunity for loccl di- 
rc?.ctors to .otnto their problems encountorod in directing 
ABE prograias on a loccij ]^::u>is. The focus will be to ac- 
cuPAulMtj general problouiG and through dincusc^ion to 
catecjoriL-.o and define them -into areari that lend thernselve 
to volunteer solutions. 

II. OBJECTIVES 

A. To solicit specific feedback from oach ABE director 
in renpon.so to problem areas which affect their 
respective programs. 

B. To categorize the nature of the problems encountered 
by local directors in the broad categories of: 

1. Rucruitmtvat and retention 

2. Instructional methodology and materials 

3 . Student supportive services 

4. Program supportive services 

5. Any othcrrj indicated by problems cited 

C. To promote group discussions enabling participants 
to share recomir.endaticns for possible solutions for 
problem areas identified. 

D. To attempt to identify potential volunteer functions 
which would provide {Solutions to the problems. 

III* PROCKDURES 

A. The sequential categorical problem areas will be de- 
fined, and the loader v;ill introduce the idea of 
volUiiUeers as a possible soliAtion. 

B. Participants will introdr^ce indivi.dual problems. 
Overhead projector will be used to list problems for 
each program. 
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C. Common aroaHi will bo. discuriBCd and categorical volun- 
teer £3oJ.utions v;ill be sugyuHtcjd. 

D. Leader will introduci^ a rjciiieral mirninary discussion 
regarding poa.^ibilities for voluntear use. 
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>I0:i 4 Proposal Devuloprnenl: Vvorkshop Part I 



IMTRODIJCTIOM 



This iGsson in de;-:;Lcjnocl as cui informal workshop in v.'hich 
members anrl conference pd'Tticipf.;-. toqathe.r will begin 
the dovelopiiicnt of ypocific proposals detailing projected 
ust.r.; oi" J^CTION Volunteers ct tho locc.'.l level. Conferenco 
parbicxpantr. v.i.ll c>:aminc^ bread cor.ceptr; of possible uses 
for hCTlCfA Volunteer typer. and individualize those roloB 
to meet the needs of the local AHE prog.ram. In tailoring 
the job cateyury to local program nc^^V.s , tho participant 
will becorr.o av/aro of the dynamics of voluntec-r use; and 
the rosponiii.bilities involved for the local ADE program. 

OBJj'rT.TVES 

A. Participant will write narrative; doscription of rach 
volunteer typo he is projecting to use in local ABE 
proyrau). narrative descriptions for each category 
of volunteer must include: 

1. Staturo.ont of the problem making the use of volun- 
teer necessary. 

2. List of specific objectivoc; for the utiiijiaticn 
of volunteer. 

3. Outline of job duties of volunteer type and quali 
fica Lions for the position. 

4. Statement of the method of supervision and m.eans 
of £;upport to be provided by ABE local to the 
volunteer, 

5. Explanation of procoisa by which the job perform- 
ance of volunteer v/ill be evaluated. 

6. Outline of method of training to be employed for 
teaching volunteers job duties. 

B, Participant vrill chart schedule of weekly job duties 
for each volunteer type he will utilise in local 
ADE program. 
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III. PRpcr.ODRES 

A. Leader v.dll rf^^v.*u::w v;.ltl^. pcirticipanti?. objcct^xvoh; and 
procedwref;; fur the bosridon. He will introduce staff 
resource pcrBons for each volunteer job cateyoryt 

B. Lccidcr v/ill read list of job types rcquer^ted by each 
ABE locuil in past se,^iyion/ note any changes, 'or get 
cony.^ensus. 

C. Leadv.r v'ill distribute Proposal Development Work- 
sbeety for perusal by the group. 

D. Leader will again (^r.]i if there are any changes in 
list of volunteer types needed by local. 

E. Leader v/ill divide participants into srriall groups by 
job category of volunteer use headed by resource 
personT*" 

*-»^ 

Ft Resource person for each jol; category v;ill discuss 
with hir-i group the Proposal Development IVorksheet 
and help participants to tailor narrative description 
to their individual program needs. 

G. Participants and reiriource person will complete in 
written form each category of Proposal Development 
VVork sheet. 

H. Particn.pant will make a chart of Schedule of VJeekly 

Job Duties for volunteer type with the help of the 
resource person. 

I. Resource person will note any specific problem areas 
of any ABE locc^l in completing Proposal Development 
Worksheet ur Schedule of Weekly Job Duties • 

J. Participantr; will rotate in small groups with re- 
sourcf^ person for job category until Proposal De- 
velopment Worksheet and weekly job schedule is com- 
pleted on each volunteer type he projects utilizing. 

K. Leader v;ill collect all Proposal Development Work- 
sheets and Schedule of Weekly Job Duties of each 
ABE local for review by conference staff. 
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TASK FOIKIE FOR PLAKHJIsK; hC'UlOK VOLUMTEER U.'.'.E ' -^^G- 

:r.N AL^j'-; 

LESSON PLAN 



SESSION 5 — Pi.'oposal Development V7orkshop Part II 



^« INTRQDUCTIOH ' ' i ' ' ■" 

This lescon v?ill provide the participants \7ith the back- 
ground infarnaticn cind tooD.t; necessary to coir.plete the 
devclopmont of specific proposnis for the projected use 
of ACTION VoluntCifn-s at the' local level. From a gener- 
alir.ed concept of the typos of inclusions v/hich are re- 
required by the funding source in the categories of 
agency identii.McaUion and budget rcguirenents , the par- 
ticipant v/ill arrive at specific information ' and deter- 
minations for his local ABE program. 

II. OBJECTIVES 

A. Participant will write agency identification section 
of proposal for utilization of ACTION Volunteers. 

B. Participant will compute and document budget section 
of propor.al for utilization of ACTION Volunteers. 

C. Participant will con'pute and ' document in-kind contri- 
bution required to. support the activities of ACTION 
Volunteers in the local program. 

III. PROCEPnUES 

A. Leader will review with participants objectives and 
procedures for the session. 

B. Leader will explain need for agency identification 
section of proposal. 

C. Leader will distribute agency identification work- 
sheets to all participantr.! and separately review 
each item wit'i part.icipants using" transparencies 
and overhead projector. 

D. As leader reviews each worksheet item on transparency, 
participant \/ill complete corresponding item on his 
copy of agency identification worj;r,heet with appro- 
priate information about his local ABE program. 

E. Leader will rc^^pond to questions and problems en- 
countered by pc.rticipants to allow them to complete 
agency identification v.'orksheet. 
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P. Leader v/ill explain need for budget .section of pro- 
posal. . 

G. Leader will distribute copiGB of budget vvorkcheot to 
all pcir Licipants along \rith each participant's nar- 
rative descriptions for ACTIOK Voiuntoeru ho projects 
using in local ABE program, 

H. Using overhead projector and transparency of budget 
v;orkGhot't loaclcr will quickly roviev/ all categories 
which must be included in proposed 1 budget statement. 

!• Leader will road background information for hypo- 
thetical AliE program. 

J. T.6=^ader v/ill then discuss first budget worksheet item 
separately and make computations for hypothetical 
ABE program on blac];board. Com.puted figure will be 
transf v:;irred to transparency. 

K. Participants will then compute first budget worksheet 
item and record figure. 

L. Leader v;ill follow the above formfJ't for each of re- . 
maining budget worksheet items until entire v;ork- 
sheet is completed. 

M. Leader v;ill field questions from participants and 
provide indiv^idual assistance as needed • 

N. Participants will collate sheets of proposal for col- 
lection and reviev; by conference staff following this 
order: agency identification, narri^tive descrip- 
tions / budget. 

O4 Leader will collect completed proposals. 
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LESSON PLAN 



SESSION 6 — Stato-v/ide Planning and Coordination 



I • INTRODUCTIOM 

This jesnion is designed to providG an opportunity for 
conference participants to disrcuss among theinselves and 
with national agency representatives present, the pro- 
posed method of volunte-er use implementation. During 
this session participants with special concerns will 
make them knov/n to the state administrators who vjill 
make necessary arrangements with national ACTION repre- 
sentatives for a suitable solution. 

II. OBJECTIVES 

A. To uncover any concerns about use of ACTION Volun- 
teers in ABE. 

B. To determine among local participants along with 
state administration representatives the planned 
strategies for training, supervision, and support of 
ACTION Volunteers in ABE. 

C. To begin noccssary action far state-wide coordination 
of ACTION Volunteer activity. 

D. To obtain a consensus of opinion regarding volunteer 
evaluation methods consistent with national ACTION 
policy. 

III. PROCEDURES 

A. Leader v;ill outline the objectives for the session. 

B. Leader will solicit corrjiients from national ACTION 
representatives regarding training, supervision, and 
support of ACTION Volunteers. 

C. A general discussion among local participants will 
follow regarding their plans for implementing 
training, supervision, and support. 

D. Leader will explain need for state-v.'ide coordination 
of proposal submission procedures and eventual volun- 
teer activity. Spocicil probleins in any local pro- 
gram will be discussed for possible solutions. 
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E. Nationa]. ZiCTION reprefiontDlives v.dll outliru^ ACTION 
evc^luation pol icy for vo] vUiV.oert^ , ciftor v;hich the 
' con: c\i ciior-: l.- :,uc:-r ciircct i:ho) partic j.paats to 

• decide upon a pro(jr£un of evaluation for volunteers 
in their programs consistont v;ith the ACTION policy 
that held boon outlined. 
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CONFEPa-lNCE MATERIALS INCLUDING 
PROPOSAL DEVELOPMENT \VORKSJiT-';ET£ FOR TEN TYPES OF VOLUNTEERS 

APPENDIX F 
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k9MM^.^_ 3^ G I ST RAT I O f^l FO R/'i 

NAME ^ 

Tl TLE 

ORGANIZATION REPRESENTED 



OFF I CE PHONE ^ 

NAME OF ABE PROGRAM YOU ADMINISTER 
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TASK FOKCK }.'U]^ PLAMIMim ACTION VQLIJMTEER UwSIL" 



1. To dc'Aolop coinprchen.y.-i.ve v.'rittcm proposals for the use 
• of ACTIOH Voiuntoers v.iiich are inclividuaiized to the 
specific riGvjcis of state and locdl ABE prograTn sp'msors 
repr'isentod at tho conference. 



A. Each complGted document v;ill include c.ppropriate 
information on the following proposal categories: 



(1) Identification Cover Sheets 

(2) Problem Statements 

(3) Objectives 

(4) Job Descriptions and Qualifications 

(5) Supervision and Support 

(6) Evaluation 

(7) Training Needs - 

(8) Budget 



2. To develop a state-wide plan for ACTION Volunteer utili- 
zation v;hich will ensure that each participating local ABE 
prograiTi v/ill be provided appropriate coordir;ation / support/ 
monitoring, and evaluation as needed and/or requested. 



IN Tvl-^E 



PHIM?\RY COML'.',-U.;:.:CJE V/OUK OUTPUT 
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TASK FORCE FOR P LAtIN I N G ACT I 0 N VOLUtJTE.GR USE 

IN ABE 

CONFERENCE DESIGN AND ACTIVITY SUMMARY 



ACTIVITY 



SESSION I 

BACKGROUND OF THE TASK FORCE: PHILOSOPHY 
AND POTENTIAL 

Time Required: 9:00-10:30 (1-1/2 hrs.) 
General Purpose: 

1. Provide overview of conference 

bac kg round, philosophy, expectations, 
and pot en 1 1 a 1 . 

2. Introduction of conference partici- 
pants and review of projected 

con t r 1 b u t i ons . 

Key Projected Results* 

I. Establish positive cooperative 
attitudes among pa r t.i c i pants 
conducive to productive working 
climate and atmosphere. 



NOTES 



OVERVIEW OF 



S ESSION I I 

CONFERENCE DESIGN AND 
OBJECTIVES 



Time Requi red: 10:30-1 2:00 (1-1/2 hrs.) 
General Purpose: 

K Review and discuss ovcra I conference 
design and projected timetable for 
accomplishing object! ves. 

2. Finalize modifications and/or refine- 
ments on conference work plan time 
schedule as required by participants' 
Inputs, recommendations, and feedback 

Key Projected Kesults: 

K Solidify consensus and commitments 
from conference participants on fi- 
nalized work plan and schedule for 
completing conference objectives* 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN AbC. 

CONFLRr^liCc DESIGN AND ACTIVITY SUMMARY 


ACTI VI TY 


NOTES 


SESS 1 ON IN 

IDENTIFICATION OF ABE PROGRAM PROBLEM 
AND NEED FOR VOLUNTEERS 

Time Required: 1:00-5:00 hrs.) 

Genera 1 Pu r pos e : 

1. Solicit specific feedback from each 
ABE participant in response to prob-^ 
lem areas which affect their respec- 
tive p rog rams , 

2. Promote group discussions enabling 
participants to share recommendations 
for possible solutions of problem 

a reas Identified. 
3» Identify potential volunteer functions 
which would provide solutions to 
those problem areas discussed. 

Key Projected Results: 

K Complete for each Individual ABE 

program sponsor source the Identifi- 
cation of volunteer functions 
requested and desired* 


« 

• 


SESSION IV 
PROPOSAL DEVELOPMENT WORKSHOP PART 1 
Time Required: 9:00-12:00 (3 hrs.) 
General Purpose: 

1. Complete v/rltten Inputs needed from 
each local ABE program sponsor • ji 
accordance v/lth requirements of 
proposal development worksheets 
package* 

2. Tailor each requested volunteer job 
category to the specific and unique 
requirements of each local ABE 
program. 

Key Projected Results: 

1. . -h participant will compUte 

written narrative description of each 
volunteer type requested for use in 
local ABE program^ Ncirratlve de- 
scriptions will Include the following 
proposal categories: pra)b)em or need; 
objectives; job description anH qual- 
O Iflcatlons; supervisioh '?nd support) 
ERJC needs, evaluation; t ra i n i ng needs ; i 
™™ia sample volunteer work week. 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

, IN ABE 

CONI'ERLNCE DESIGN AND A CTIVITY SUMMARY 



135 



ACTI VITY 



SE SSION V 

PROPOSAL DEVELOPMENT WORKSHOP PART I I 

30 ( 1-1/2 hrs . ) 



Time RequI red: 1 .'00- 3.* 
General Purpose: 

1. Complete written i 
application cov«r 
background informa 
final proposal. 

2. Participants v-nll 
documen t in w r I t te 
tary req u i rcmcn t s 
the activities of 
requested by each 



npu ts needed for 
sheets and project 
t i on sections of 

compute and 
n form the budge- 
needed to support 
ACTION Vol unteers 
local ABE program. 



Key Projected Results: 

1. Each participant will complete 
written Input needed for the 
following final proposal categories: 

A, Application cover sheet for 
agency IdentificaLlon and back- 
grouna data . 

B. Budget Requirements Summary Sheet 



SESSION VI 
STATE-WIDE PLANNING AND COORDINATION 
Time Required: 3!30-5:00 (1-1/2 hrs,) 
General Purpose: 

K Begin Identification and planning of 
state-wide concerns and strategies 
In response to ACTION Volunteer 
training, supervision, support 
requirements, coordination, 
and eva 1 ua 1 1 on . 



Key 
1 . 



Projected Results: 

Solicit inputs from conference parti 
clpants, through group discussion 
and exchanges, relative to identi- 
fying ond resolving sLate-vyidc 
support requirements to state plan 
for use of ACTION Volunteer In. ABE. 
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TASK FORC£ FOR PLANNMNG ACTION VOLUNTEER USE 

IN ABE 

PROPOSAL DEVELOPMENT WORKSHEET 



PROBLEM AR£A(S) 


VOLUNTEER APPLI CAT! ON 


I. Recruitment and Retention 


BEST COPY AVAIUBLE 


11.^ Instructional Methods end 
Materials 


x 

t 


Mi* Student Support Services 


* 


IV* Program Support Services* 


• 


V. Other 

1 
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AUTHOR I /^ATI Oil (JUiU^ER 



DATE 



T" 



FROM; 



FISCAL OFF-'ICER 



NAME OF. TRAVELER 



BEST COPY AVAILABLE 



ADDRESS 



ORGAN I ON 



PHONE 



OESTINATI ON 



PURPOSE OF TRIP 



BEGAN (DATE): 



ENDED (DATE) 



EXPENSE SUMMARY 



TRANSPORTATI ON 

Private Auto (See Schedule on Back) 

Air 

Bus 

Ral ) . 

Taxi Cabs « 

Other Txpenses 



TOTAL EXPENSES 



ERIC 



I certify that this sttitcment, the amount claimed and attachments 
are true, correct, and cumplfle to the best of my knowledcie and 
belief and that (jayrnent for the amount claimed has not been received. 



APPROVED BY 



sudmitted by 
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PR I V A T E A_J^ H Q B I L E 

SPEEDOMETER READING 



DATE 


DEBT 1 NATI ON 


B E G 1 N 


END 


TOTAL 
f1 1 L E A G E 






























































TOTAL 











TOTAL MILES: X PER MILE = 

RATE 

AMOUNT DUE $ 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE 



PARTICIPANT INFORMATION 



Participant for ABE Task Force State of 



1. 'What Is your sex? Female ^Male 

2. What is your age? 

under 30 ^5-50 

30-35 50-59 
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35.z,o 60 or older BEST COPY AVAILABLE 

i*0-^5 



3. What Is your ethnic background or cultural group? 
A f ro-Ame r I can 
A merican Indian 

0 r i e n t a 1 

Spanish surnamed 

Cuban Puerto Rican 

Hexi can American ^Other 

^Wh Ite (other than Spanish surnamed) 

Other (sped f y ) 



Check the highest level of schooling you have achieved, 

less than high school 

h i gh school diploma 

high school equivalency diploma 

some college but less than bacholor^s degree 

bache 1 0 r ^ s degree 
beyond bachelor^s degree 
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5, List colleges cind un I ve rs 1 1 1 cs wh i ch you have attendedt 

Name 6 location Dates attended (yrs) Degree Majo.{s) Minor 



6. Ex^}a]n briefly for what career yow<r were prepared by your 
i n i 1 1 a 1 s choo 1 I ng . 



7. Describe any other significant acadenil c^ experl ences you have 
had in ABE (I.e. summer programs, workshops, In-service 
tra I n 1 ng , mi 1 i ta ry , etc . ) . 



BEST COPY AVAILABLE 



8. Summarize your eKperlence In ABE programs: 

PCS ITION LENGTH OF SERVICE (YRS & MOS) 

Teacher 



Teacher-counselor 



Teacher media specialist 



Teacher- t ra I ne r 



Teacher curriculum specialist 



Adml nis trator 



Other (sped fy ) 
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Write the; number of years tind months you have been Irvolved 
In offering AliE services in Ihe yeoy r dpn i ca ) areas listed 
be 1 ow : 

GEOGRAPHICAL ARTA LENGTH OF SERVI CE 

Model Cities 

Appalachla . 

Suburban 

Rural ^ 

Other (specify) . 

Write the number of years and months you have been Involved 
In offering ABE services to the following population groups: 

POPULATION GROUP LENGTH OF SERVICE 

Racial and Ethnic Groups 

« 

Afro-American 

American Indian — 
Oriental 

Spanish surnamed . 

White 

Other (specify) 

Inmates of correctional _. 

I ns 1 1 tut i ons 

Other Institutional students ..........^^......^..^^.^^ 

Migrant workers ' 

Other (specify) . .. . 
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n. Check any previous volunteer experience In which you have 
been 1 nvo 1 ve d : 

(YP.S 6 M05) 

CATEGORY OF VOLUN TEER IN WHAT CAPACITY? LENGTH OF SERVI CE 

VISTA Volunteer .; 

Peace Corps Volunteer . 

ABE volunteer 

Health Services Volunteer ^ — 

Youth Services Volunteer 

Other (specify) ' 

'12. What is the level of staff currently available to your program? 

PART TIME . FULL TIME TOTAL 

Administrative 

Professional 

Para-professional 

Volunteer 

TOTAL 



13. What approximately is the level of annual budget assigned 
to your program? 

$ . 
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TASK FORCE f-'OR PLAIINIMG ACTIOIJ VOLUNT^TJl USC 

IfJ ABE 



DATF 



OBSEKVt: W 



LENGTH OF COfiFEREK'CE 



NUMBER OF ME/IBERS 



NAME OF LEADER 



OBSERVER .CHECK j. I S_l 

CONFtRENCE I1AME_ 

AGEIJCY 



BEST COPY AVfllUBLE 



Please rate each category below on a 1 - 5 scale; 1 is the lov/est 
level of achievement, 5 the highest (circle the appropriate number). 



CATEGORY 



RAT I NG 



COMMENT 



ACC0::K 0D/- ( l A-i U S E i;V l CE 

Transportation well cjrronged 
Living quarters clean & con f a r t ab 1 e 
Adoquotc nicijl a r r a ncj ciiio n t s 
I n t e r e s t i iui social activities 
Adequate supportive services 

CONFER ENCE DESIGN 

Proper sequence of sessions 

Sessions began on time 

Sessions ended on time 

Length of sessions met need 

Diversified program format 

Adequate number of breaks 

Participants had o p [? o r t u n i t y 
to mod 1 f y design 



12 3^5 

1 2 3 'i 5 

1 2 3 5 

12 3^5 

12 3^5 



] 2 3 k S 

12 3^5 

12 3^5 

1 2 3J 5 

1 2 3 5 

1 2 3 ^1 5 

1 2 3 ^» 5 
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CATEGORY 



PART I C I PAT I ON 

Orderly discussion 

Freedom of expression 

Well balanced participation 

Re 1 e van t discussion 

Methodical discussion 

(group bad sense of direction) 

SPEAKERS AS A GROUP 



Audible 
Intelligible 
Well organized 
P u rpos c f u I 
Di rec t i on 



P rovuca t i ve 

CONFERFNCE OBJECTIVES 
CI early defined 
Communicated to participants 
Met by program 



RAT I NG 



COMMENT 
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ISU 



] 2 3 i\ 5 

12 3^5 

12 3^5 

12 3^5 

12 3^5 



1 2 3 5 



1 2 3^5 



12 3^5 



12 3^5 



12 3^5 
i 2 3 ^ 5 



12 3^5 
12 3^5 
12 3^5 



fifST COPY mmu 



CATEGORY 



FA CI LITI ES 

Good lighting 

Proper ventilation 

Coinf or table seating 

Adequate space 

Rest-rooms nearby 

Adequate inPon^iation given 
for use of facilities 

Sufficient directional signs 

PAKTI C I PAIJT MATH RIAL AMD 
AUD I 0~V I Sl'ALS 



Appropriate to session 
Well prepared 

V/e 1 1 p resected and explained 

Presented at proper time 

Sufficient supportive materials 
(pens, pencils, pads, etc.) 

ATHOSPHEP.E 
I nf orma 1 
Friendly 
Coopc ra t i ve 
Cou r teous 
An I fna ted 
Attentive 
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RAT I IJG 



1 2 3 5 

1 2. 3 ^1 5 

1 2 3 5 

12 3^5 

1 2 3 '4 5 

12 3^5 

1 2 3 A 5 



1 2 3 ^1 5 
1 2 3 5 



12 3^5 



1 2 3 A 5 
I 2 3 5 



1 2 3 A 5 
12 3^5 
12 3^5 



1 2 3 '4 5 



12 3^5 
1 2 3 ^4 5 



ISl 



1 



COMMEtr 



BEST COPY AVAILABLE 



TASK FOHCi:: FOR PLANNING ACTION VOLUNTEER USE ^l-ie 

IN ARE 



PROPOSAL DEVELOPMENT WORKSHEET 



COM>iUNICATIOM,'; SPECIALIET VOLUNTEER ^^^^ AVAILABLE 



The Problem 

Cornraunicating with potential ABE parT:icipants is generally 
considered an important pre-requisite to motivating and stimula- 
ting initial involvement and on-going attendance in programs. 
Most ABE program personnel lack the experience and knov/ledge 
to fully exploit the potential media systems which could be used 
to reach target ABE audiences. In addition, most ABE programs 
lack technical resources and time necessary to produce (on an 
on-going basis) teaching materials and audio-visual products 
that enhance instruction in ABE classes. 

It is felt that the services of a highly skilled technical 
volunteer would measurably assist in reaching larger numbers 
of potential ABE users who are currently uninvolved in ABE 
programs. 
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TASK FORCli: FOR PLANNING ACvION VOLUNTEER USE 

IN ABE 

PROPOSAL DEVELOPMENT WOm<SHEET 

COMMUNI CAT I OL^S SPECIALIST VOLUNTEER 
Job Description 

DEFINITION ; 

This is work which attempts to increase communication 
to ABE target community concerning the advantages of partici- 
pation in Adult Basic Education. Communications volunteer de- 
signs and prepares selected materials for dissemination including 
brochures, flyers, posters, and exliibits. Volunteer will assist 
in pieparing or arrange for preparation of scripts, news stories, 
pictures, etc. through media, nev/Gpapcrs, radio, T.V. In addition, 
volunteer attempts to serve information and communication needs 
of students enrolled in ABE classes. 



DUTIES ; 

-Collects and disseminates information, media materials, 
newspaper articles, radio scripts by means of review 
of program reports, interviews with ABE students, teachers, 
and staff. 

-Writes in cloar 'ind concise manner newsletters, brochures, 
flyers, etc. 

o ,153 
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-Assists in the deijigning and production of aadio-visual 

materials needed for training purposes. 
-Devises .layout and preparation of materials for publica- 
tion or reproduction. 
-Proofreads and edits specified materials for reproduction. 
-Stimulates, encourages, and see.ks ways of involving 

students in the process of encouraging potential ADE 

students to participate. 
-Develops broad range of communication methods and assists 

ABE students, teachers, and staffs in executing and 

implementing effective communication. 
-Evaluates effectiveness of con\muni cation materials 

developed. 

BEST COPY AVAIUBLE 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN AliE 

PROPOSAL DEVEL0PI4ENT WORKSHEET 



COffllUN I CATION S SPE CIA LIST VOLUNTEER 
Job Description 



QUALIFICATIONS: 



BEST COPY AVAILABLE 
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■ ' TASK FORCE FOR PLANNING ACTION VOLUNTEl^lR USE .^J-JU;. 

IN AiiE 

PROPOSAL DEVELOPMENT WORKSHEET 

KST COPY miLABli 

COMMUNICATION S SP ECIALIST VOLUNTEER 
Objective:.-^ 

During the year of service the volunteer will: 

1. Have provided various media sources with a minimum of 

newspaper articles, scripts, presentations, etc. 

with at least % of these materials having been 

accepted for dissemination. 

2. Be able to show that there has been a % increase 

in the number of persons entering the program who give 
as their primary source of hearing about the program 
being one or more of the methods used by the volunteer 
to communicate to the ABE, target population.. 

3. Have coord inated, assisted^ r>r hp>p.n invnlvft<^ wifh ^ho „ 

production of issues of a newsletter aimed at 

ABE students enrolled in the program. 

4. Have surveyed and compiled a list of media outlets 
(radio, T.V. , nev/spaper, community organizations, etc.) 
which will designate contact persons, potential audience, 
'receptivity to ABE information, etc. 

156 



Have produced, edited, and/or illustrated 
of, materials for use-.' in classroom. 



number 



Have produced a report of his Volunteer Service Year 

in a format specified at the beginning of the year's work. 
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TASK FOP,CE FOR PLANNING ACTION VOLUNTEER USE ..152- 

IN At5E 

PROPOSAL DEVELOPMENT WORKSHEET 



VOLUNTEER SUPERVISION AND SUPPORT 



1. To whom will volunteer report? 



Name 



BEST COPY AMIUBU 



Title 



Commen t : 



2. Are there adequate work facilities (related to volunteer's 
job needs)? 

A. Work space 

B« Equipment and supplies 

C. Telephone and postage 

D. Other ' 

3. Are there supportive services and resources available for 
the volunteer? 
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BEST COPY AVAILABLE 
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TASK rOKCE FOR PLANHING ACTION VOLUNTEER USE .r^^, 

IN ABE 

PROPOSAL DEVELOPMENT WORKSHEET 



VOLUNTEER TRA I N I NG 



1, Inputs for centralized pre-servlce training 



BEST COPY AVAILABLE 



2. Inputs for on-site pre-service training 



3. Inputs for on-going In-'arvice training 



ERIC 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE Trr 
PROPOSAL DEVELOPMENT WORKSHEET 



EVALUATION OF VOLUNTEER PERFORMANCE 



1, Who will be responsible for volunteer performance 
evaluation? 

Name 



Title 



2. What methods will be used for evaluating performance? 
(E.g, written reports, evaluation forms, observation, 
i n te r V i ews ) 



BEST COPY AVAIUIBLE 



3. Benchmarks for volunteer pe r f o tnid nee evaluation 
A. • 3 Months 



"T. 6 Months 



C. 9 Months 



D . 12 Months 
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T7\-SK FORCi.-: 3?ou ]."'Lam::.t.!;c; action voT..UKT:';-:n u!:.e 
pp.Oi- o.si , I, Vi .[./.; 1. ■; : i. ; ; 'j.' v:o i ; c 1 1 u l; t 



BEST COW AmUBli 

The coranuinity person in nGod of I)l)E training often haa 
urgent aiid imuiediac'.: problLcnir, bGyond the purely educational 
with V/hich the ABK program must be prepared to doal if it is 
going to attract par Licipantr> and stabili?iG attendance. Often 
the problems are result of a lack of ed'ication, but the pro- 
gram that ignore.s neods for services such as medical trGatment, 
legal help, child care, or eiiiployrnent will find itrj ability 
to attract and retain participai'its limited, Counfjulors v/ith 
the ability to relate to trainees, identify needs, and refer 
participants to the appropriate source of help should be an 
integral x^art of any ADK program. Coirjuunity resources usually 
exist in the community capable of meeting the participants' 

neodii, but services arc too often not receiv e d because of 

lack of information or raLyinf ormation about the service-giving 
agency. The ABK counselor will not duplicate services but 
rather v;ill serve as a bridge or a connecting link between 
tlie cor;imunity and community agencies desiring to serve it. 



COUnS'rro'U 
The Problem 
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TASK FOKCK FOR PL/.-:;: M J iG AC'iM'OIJ VOj.'jrri'iJivR UfJE 

-IS/-'- 

PK0i'0s;xL Di:\'}.;LOPMr;:-;T v:o]Vt;:.i]iEj;.T 

Job n c rj 1.1 tj. o n 

BEST COPY AVAIUBLE 

jPEFI NITIOM : 

TliiG is v7or]: of a progrrTiiTi servicos nature attomptiTig to 
pi-Qvido r-tudonts with a:-)ni3 t.ii'ico in viciny exi.stinc/ socicil, ni 
medic^il^ .Ic^jal, cticI other nnrviccr:». Work involves presonting 
to students deMcriptionr:; of ava i 1 cihl o. s e 3: v :i. c o s , idontifying 
titudentr: in ]j:?.ed, counseling, and reioirrng Gtudontri to appro-- 
priatG sourcc-M: . V?ork involves direct contact v;ith tlie studv^nt 
in both a clafjsroDia ar.d office sotting, CounscO.or voluntoor 
will attc;.-.;;jt to inl:r r;;ret neods of students to existing acjcUiCion 
and act as liai::^on bctv/oon agoncy and student. Follov; up of 
refcrralfr: is e3i:>cntial . to ar;:nuro that students had opportunity 
for full utilization of services. 

DUTIES ; 

1. Participate in the identification of community renourcos 
that can help to ir.oGt the neods of the program participants. 

2. Develop linkac/o systeitis v.'ith coimnunity. agencies and programs 
to p :•: o \'" i d o n c \i 0. e. d s e r vices. 

3. Dcvcolop rosourcj file of agencJ.os and progrruvir.; utili:f:cd 
by coujijelorij to faclliluLo ou-cfoJ.ng refurralfj . 



ERIC 
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4, 



i t o c:ou'ni]c 1 1 n c [ rs e y: v .i c: c s 



a va :i. 1 a! 1 c c n ci t. i uiu 1 to :i. n to ?: 



• job placOiVicni:, financial, etc.) provido ;;;uppC'rtivo soci<al 
services tliai: will help to maintain trainee involvement 



6. Act as liainon betv/oc^n student^', and nocial agencies^ 
public and private, in i:ccking inf oriaation and iricikincj 
re form Is . 

7. Motivate participants to take auvantago of and raake 
realistic choices from araong a v;:i.de r.ango of oducaLional 
opportunities available in the conmumity for further training. 

8. Follov/ up on rc'fcrralrj ra;:.dc to ::.goncic:ri to vc^rify receipt 
of requested services and provide any further services 
needed . 

9. Maintain adGquaLe, accura c narrative arid statistical 
records on counsclor-^trainee activity, 

10* Attend outside agency conforonccs and soirinars to keep 
abreast of co;ni;iunity services and nev/ coiumunity 
resourcer> » 



in ABE 



program . 



BEST COPY AVAILABLE 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ADE" .l:^;^:^- 

P ROPOSAL DEVELOPMENT VJ0RK5JIIEET 

Job Descri t:tion 
COUNSCLQ.y 

QUALIFICATIONS ; 

BEST COPY AVAILABLE 



ERIC 
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TAfJK rojsCL; irm rL,?\'-.::T;;c ;vctioi] voLUMT.r..i:]'^ u:;.!.: 

PROPOlw'il. DEVJ...I /ynM-.'I :T \70i<]:.S;!EJJT 



"T"; B£ST copy flMiUBlE 



During the year of sorvico:! tho volunteer v;ill have: 

1. EstablisJiod linloucjei? v/ith cornmunity aganciGr> and 

progranifj to meet participant needs. 

2. Sot urp a resource file of all agencies in linkage syoteni 
and other comivtunity agencieii^. 

3. Provided coun^ieling services to a maximum on-going caseload 
•of AiiE parti.cipantr> on number of ABE clanses. 

4. Oriented participants in - hUE classctJ to counseling 

fj>ervi CO:*: avai lable . 



"5**; Generated a rain i)nunr'6f ~ re^rr a 1 r eq u e st s Tr om 

each a£5signed clar> ? for supportive social serviccG, make 
appropriate referrals ; and follov; up. 

6. Motivated ^ studenLs in each class to take advantage 

of further training/ make rppropriate referrals, and 
follov; up. 

7. ContacLed by letter/ phone, or home vij;:;it every individual 

frcJii hi:> cac;c>3o:id requ* tii-g ^:;erviccu-. 
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■ -161- 

8. Kept narirativc and :;tatii;tical records on all coun.soliiig 
activity of hi:: ccifu.- j.o:.;u . 

8£sr copy mmii 
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TASK FORCt FOR PLANNING ACTION VOLUNTEER USE -162- 

IN ACE 

PROPOSAL DEVELOPMENT WORKSHEET 



U N T E^£_ R, S U P E R V J $ I 0 N AND S U P PORT 

BBT copy milABlE 



1, To whom V/ 11 ] volunteer report? 



Name 



Title 



Conmen t : 



2. Are there adequate work facilities (related to volunteer's 

Job needs)? 

A. Work space 

6. Equipment and supplies 

C. Telephone and postage 

D. Other 



3. Are there supportive services and resources available for 
the volunteer? 
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^ cow miABli 
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TASK FOFCE FOR PLANNING ACTION VOLUNTEER USE ^ir./l- 

IN ABE 

■ PROPOSAL DEVELOPMENT WORKSHEET 

copy nmiABis 

VOLUNTEER TRAINING 



1. Inputs for centralized prj-service training 



2. Inputs for on-site pre-service training 



3. Inputs for on-going In-service training 



ERIC 
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TASK FORCE FOR PLANfllNT ACTION VOLUNTEER USE 

IN ABE \l(55. 

PROPOSAL DEVELOPMENT WORKSHEET 

EVALUATION OF VOLUNTEER PERFORMANCE ^^^^ ^^^ILABLE 



1. Who will be responsible for volunteer performance 
evaluation? 

Name 



Title 



2. What methods will be used for evaluating performance? 
(E.g. v/ritten reports, evaluation forms, observation, 
Interviews) 



3. Benchmarks for volunteer performance evaluation 
A.3Months 



B. 6 Months 



C« 9 Months 



0. 12 Months 
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TASK FOUCK FOR PLAulJiriC /•.C'l'IU.M VOLUrmJEK USE 

IN AbJ-: 

PROPOSAL DKVE J.OPI liilNT WORl^inMJVlT 



, ' " , 7 BEST COPY AVAIl/lBLE 

Traditionally counsGlors in AUE have come from a secondciry 
school or college backgrouncl. Often they have had little exper* 
iencG in dealing v/ith the adult problems specific to the target 
population that is served by ABU. Yet, if students are to be 
recruited, and retained in the ABE program, counselors must be 
prepared to deal with student concerns other than the purely 
educational, A counselor coordinator coiild provide needed 
expertise and training to ABE counselors in .the refinement of 
guidance and counseling procedures and teclmiques within local 
ABE prograr.-:s. 
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TASK FORCM FOR PLAN'N;i:N(:; action VOLUNTEI^I'l USE 

IN AHj-; .16 7-. 

PKO POS AL m\'E L0PMI3 NT W)RKS lUn-: T 

COU N SL: LO R I'RA J NE R 
Job 00^: c ripbion 

BEST COPY AVAIUBLE 

DEFINITION; 

This is responsible staff administrabive work reviev;ing, 
analyzing, training, and evaluating the overall counseling pro- 
gram for the state ABE program. 

Work v;ill include developing and i-mplementing training models 
for local ABE program counselors to instruct them in counseling 
procedure and techniques relevant to specific comijiunity programs 
and individual needs. Work includes technical assistance visits 
to monitor and evaluate the progress and results of counseling 
operations in each local ABL program. Work includes making 
reconuv.cijdQt-.i.ons to management, implementing changes, and 
estciblishing standards to accomplish program goals and objectives. 

1, Develop curriculum and materials for training local ABB 
program counselors. 

2. Adapt curriculum Lo spc.cifj.c ca;i\munity programs and 
i n d i V i d u a 1. n c o cl s . 
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Serve as counselor trninor to iniplement training dGsign, 

-168- 

Eva].uai.o trai])jnr/ proq.ram <incl maizes recominencUttions for 
modification arid refinement. 



Visit local prograraa cind rovJ.ev/s counseling operation for 
effectiveness. Conducts in-service v/orkshops as needed. 

Participate in analyzing problem areas to determine need 
for assistance in eliminating difficulties. 

Design and implement recording and reporting system for local 
ABE counselors. 

Serve as a liaison between local counseling operation and 
state ABE program in- evaluating activities of local 
counaoling program. 

'Provide detailed and comprehensive reports of findings and 
rccoimaendations to Str.te Program Director. 



BEST COPY AVUIABIE 
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TASK FORCK FOR PLAK'tJirjG ACTION V0LUMTE1:;R USE 

IN ABK 

PKOFOSAL DEVELOPMENT V^ORKSilE ET 



• 1G9- 



COUNSFLO l^ TRAINER 
Ob joctiyGS 

During the year of service the volunteer will have: 

1. Trained local ABE counselors in the state. 

2. DevGlopcd counceling curriculum and adapted it to, needs 
of local programs . 

3. iMplemonted a follov/~up system to determine relative 
success of curriculum. 

4. Visited _____ local programs for evaluation and assistance. 

5. Designed and implemented reporting system for monitoring 
and evaluating local counseling operations. 



BEST COPY AVAILABLE 
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TASK FORCfi FOR PLAMNIMG ACTION VOLUNTEER USL" 

IN ABK • 

" ,1. / u — 

PROPOSAL Di:; VJilLOPMK NT \\ORKS IILET 



coi]NSi:;i,on TRATinn< 



Job Dor. ct5.pt. ion 



QUALIFICATIONS: 



I 

BEST COPY AVAILABLE 
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F 0 I-l IM. /\ I ! ! i I I ; G C T ! C 1 1 V 0 L U 1 li 11 E \< U S !; 
I \i ALiL 
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, P R 0 i ' 0 S A !. [) i: V F 1. 0 F' I ', r ! I T • V/ 0 R 1-. 3 ! ; F. F T 



1. To whom will volunieei- report? 

Name ^ 

T 1 t 1 c ^ 

C omni'.' n I : 



2. Are Lhr. rc; o uo t o work f n c; i 1 i t i s (related to volunteer's 
j ol) Pccccis ) ? ■ -m ■ 

A. V/ork sp.-'ce 

D. .Equip.ca and M.pplu., BESl COPY AVAIUBLE 

C . T e 1 c p 1 1 o ru: one! [> o .s t a n c 
D. Other 



3. Are there supportive services dnd resources available for 
the volunteer? 
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TASK ru;i(;r: for pLAiJi; i actio!; voi.uNTr.ni use '.172- 

II! A!'.!: 



PKOPOSAl. |jI.Vr,LOPMr.!IT WORi:Sll[iET 



VO!.U!!Tr!".R TP. A I II ! NG 



1 . Inputs, for c e n t IT) 1 i e cJ p i* e - s c- v i c c I r o I n I n g 



BEST COPY mmiE 



2 . I fi |> u I s for 0 n - s i t p r* o - f; c r v i c t r a i n I n cj 



3. Inputs for on -going in-service training 



i 
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TASK FOKC: KOK P LAMMING ACT 

IN AI3L 



OU VOLLlNTF.tR USt 



'173- 



PHOPObAL Di:VuLOPMt:NT 



WO R!;sh[:e:t 



tVAI.UATIOn OF VCUJUTCFF; 



PF: fU O K M A f;c:F 



1. V/ho will be c ei; pons i b 1 e. for voluritocir performance 
evaluation? 

Name 



Title 



2. V.'hot mothotJ:i vn 1 1 be used Tor ev,-j]uating p o r f o rmr, n co ? 
( E . cj . V/ r i t t e n reports, e v a 1 u ci t i o n 1' o i rn s , o b s e r v a t i o n , 
i ntc rv i ews ) 



3. DcncI::;.:. rk;; for voIl. ritccr pe r f o ir.iO nee evo 1 u.; t i or, 



BEST COPY AVAILABLE 



6 M o II t h s 



C . 



9 /jo n t h 5 



D. 



12 Months 



ERIC 



179 



T/«.SK Foncu FOR pudi.iiu^) ac'j.'iO/J voLiJr]T]:i:R ij.";]:: 

PROPOSAL D1":V1-L0PMENT V:O.RK!.U!KET 



Tho P.rol.;lcTii 



BEST COPY flVflJUeiE 



Most ABD programs rely on educational matcricUs (curriculum^ 
books, pcuuphiets, etc.) V7hich have been coirimerclally prepared. 
On the whole, such material cannot rclflect to the needs and 
life* styles of local 7\i3E students in specific programs • Too 
often such comincrcial material takes on the flc.vor of materials 

u 

developed for childrc^n in elementary schools. Adult students 
need educational materials dealing v;ith their adult problems • 
There is a need for }:)rogram capability that v;il.l enable-? the 
dovolopmjiit of. curriculvjm matc^rnals dosi^'ncd to m.cct tho specific 
needs of local AoE students. 

It is felt l-l'iat a skilled volunteer leaving training and 
experience that v;ould enable him to v/ork v/ith ABE teachers 
and students to develop curriculum is needed and that measur- 
able assistance v;ill be given to increase the quality pf 
service to students and support of the program* 
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TASK I'OnCl:. VOH VUCmillG ACTIOIi VOLUMTKtl.U D'JV, 

X]^ ABU 

•175- 

PKOPOyAL Dl'lVJJLOPI'iENT WORKSHEET ^ 



cuiii^TCULiJM Dr:v.i':i,0PM:^'-rj' voii]NTJ^t;,;v< 
Ooh l)OBcr,iT)t.i.on 



DEF.Tr:iTIOr:: 



BEST COPY AVAILABLE 



This v.'ork involvon the dovelopiaent of lesson materials 
desicjned to stiinulato under educated adults to: 

1. Iwpiove e^tistiiicj skills of stiAdcnts 

2. Develop new skills in literacy 

3. Prcpcire L^tude'nts to ontcr JiigliGd* vocational and 
educational ciidoavors . 

V7ork requires ability to adapt existing inatorialB for use 
v/ith adults and developnir-nt of new materialfi , training of 
other volunteers in methods and usea, and ability to Evaluate 
effectiveness of materials. 

PU T ICS ; 

1. /Assist in uGvclopniont of materials in lancjuacjes , reading^ 
and math for undcrcducated adults. 

2. Adaptine and refining material for U3g by prof e.^sional 
cind para--prof ocsiorici].. inri tractors • 

3. Rei5earch for de\ ./loping variety in material and method.i-. 

4., Structuring clasr. periodr, to acco;apliL-.h rotated olrj octi vcr; . 

\ 

•5. Develop procedure.^ for utiliziiig tiupportive »orvicey foj' 
Q trainees . 

ERJC , 181 



^176. 

6. Perforra ou'-yoing avaluation of Driitorials for up^irciding 
and modifyJiiu r.uib jcc!.:.s for relovoncy* 

7# Develop c;nd maijitai.n rtuvource raato:::i.al for use by 
' instructors. 



BEST COPY AVAtLABlE 
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1 



ERJC 



TASi; 1''0PsCl; :^or plai,'Im:jg actxo:^ voLUM'.rj:;i:;R usk 

IN ABE 



•177- 



Pl^OP OS AL D}.^ Vi; LOPI-U::!.' T Vi'O RI'sS MEE T 



J oh T) o. n a r .i , ptio n 



QUALIFXCATIOliS; 



BEST copy mUBl£ 
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IN Ai.'..;) 

PKOPOS/J:. DlJVi'lLOPI-lENT WOKKbaiiKT 



CURUICU.MJ.M Dr'.VET.OPHErsT VO.T.,U:rJ.']v"JR 




Ob jo ctiyos_ 

1. To doviyo educational materials designed to motivate 
undereducated adults to engage in ABE classea to improve and 
develop skills in literacy, 

2. To supply instructors witli material, lesson plans, etc. 
relevant to life experiences of majority of undereducated 
students. 

3. To develop and iriaintaiu resource materials for class 
and staff use. 

4. To familiari'^e instructor staff v/ith available films, 
books, etc. 

5. Develop a course outline v/ith specified objectives for 
each subject. 

6. To prepare a report of his Volunteer Service Year in a 
format specified at -ti-ie start of the year's work.. 
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TASK FORCn FOR PI.AMMIIIG ACTION V01.UMTEER USE -179- 

INABf: 

PROPOSAL DEVELOPMENV WORKSHEET 



voluntee:^ supervision and support 



To whom will volunteer report? BEST COPY AVAIUBLE 

Name 

Tit) e 

Commen t : 



Aru there adequ^ite work facilities (related to volunteer's 
J »b neo ds ) ? 

A . Work space 

B. tquipment and supplies 
Telephone and po^^tage 

D • .Other vr. - 

Arc there supportive services and resources available for 
the vo 1 un tee r? 
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Asi; i op.ci. for. iM.Afiii I iKi Af/noij voLUfiTiMiK u':.i: 

I 11 AlVt. 

PRO I' OS A I. DtVfauPMl.NT \/0 lU'.:. 1 1 L i: T 



VO I.UI! iT.C R TKA I N I ilG 



1 . I n p u t. V. f I) r c (.'. !'i t r ci 1 i 2 c J p r 0 •• s c: r v I c 0 1. r ci I n I n g 



BEST COPY AVAILABLE 



2 . I n p u t fi f o r on- i l c pr c •• s e r v 1 c u L r a i n i n f) 



I 



3 . Inputs for o n - g u 1 n g in-service training 



ERIC 
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TASK FORCE FOR PLANNING ACTION VOLUNTF.KR USE 

IN ALSE .181^ 

PROPOSAL DEVELOPMENT WORKSHEET 

BEST COPY AVAILABU 

EVALUATION OF VOLUNTEER PERFORMANCE 



!♦ Who './111 be responsible for volunteer performance 
evaluation? 

Name • 

Title 



2. What methods will be used for evaluating performance? 
( E . c] . v<ritten repor ts ,< eva 1 ua\ 1 >:>ti f ot^^s , observation, 
i n te rv i ews ) 



3. Benchiiu) r ks for volunteer performance evaluation 

A . 3 Months 

B . 6 Months 

C . 9 Mo n t h s 



0 . 12 M o n t h r. 



ERIC 
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TASK FOKCF. FOR PLAMtat'C ACTION VOLUNTEER USE -loz- 

IM 7vBE 

PROPOSAL DEVELOPMEirr V/OllKSHEET 

BEST COPY AVAIUBLE 

PLANKICG T-^rP EyALUATip?-?_SPECIALIST V OLUN T EER 

The P roblem 

Despite the onormous nted for Adult Basic Education 
services, the resources available arc admittedly scarce. The 
problem all ABP programs face is how to most effectively use 
these scarce resources to "ehe.bsset advantage.;; KAwagew^wt Info- 
mation Sy.Jtems (MIS) have been used effectively in business 
and industry to measurably assist executives and managers in 
planning, controlling, making decisions, and other similar man- 
agement functions. Such systems are potentially able to be 
developed and implemented into an A.BE program if the required 
know hov; and experience is available. It is felt that a 
highly specialized volunteer having MIS development and imple- 
mentation experience would measurably assist ABE managers and 
others in program planning and evaluation functions. 

It is evident, too, that a sound data base for the ABE pro- 
gram would assist in providing the larger community with infor- 
mation that might be used to promote the program in more 
meaningful way^j. 
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TASK FORCE FOR PIANNIKG ACTION VOLUNTEER USK 

IN ABE '183- ' 

PROPOSAL DEVELOPMENT WORKSHEET 

PLANNING AKD FVALUATION SPT-riALIST V 

Job De scri ption 

DEFINITION : 

This is work designed to provide the ABE program partici- 
pants with increased quality and ainount of services through 
program planning and evaluation. 

Work involves the development and implementation of a Man- 
agement Inform.ation System, designed specifically not only to 
provide progran^ administrators with increased decision making 
Ccipability, but also to give 7VBE teachers and .staff . appropriate 
feedlJack concerning a wide range of- performance results and 
-O inform larger community of program accomplishments.. 



DUTIES: 



-Reviews and surveys current state of information 
available and used by program personnel. 
-Reviews literature and interviews ABE personnel, 
students, and coitanunity persons to determine categories 
of Information needs 

-Develops model of information system. • 
•Produces feasibility study to assess implementation 
variables of model in terms of cost, time, benefit, etc. 
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■Impluments pi]ot study tQ test model and assess 
implementation variables, 

•V/riteS/ e.ditS/ and prepares manuals and other 
materials for reporting dGtenriined information, 
-Assists in imiplementing Information System. 



•18 4- 



BEST COPY mimiE 
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TASK F0RCJ5 FOR PIAMNIKG ACTION VOLUNTEEH USE ' J35, 

IN ABE 

PROPOSiUi DEVELOPMENT WORKSHEET 



PLAI^MIKG AI-ID EVALUATinN SPECTALI5T VOLUNTEER 

Job Descrip tion 

I 

Q UALIFIC /.^'IONS : 

BEST COPY AVAILABLE 
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TASK FORCF, FOR Pms'NIMG ACTION VOLUNTEER USE •10 6- 

IN ABH 

• TROPOSAL DEVI'LOPMENT V/ORKSIii'^rT 



piJiNN iNG AND EVA im. 'rio n s p r-: c i ai, i s t vq lu n tee p. 

Objectives 

BEST copy 

During the year of service the volunteer v;ill : 

1. Have reviewed, the currently available ABE information 
system and reported findings in written form including 
specification of data available and information reporting 
flow and scheduling. 

i 

2. Conducted a survey of ABE information users to assess 
ijiformation needs and adequacy of current information 
system. 

3. Develop a written model of an ABE information system do~ 
signed to be responsive to users 's needs, to the objectives 
of ABE program projections, as v/ell as be approved by 
program decision-makers . ^ 

4. Conducted a feasibility study the results of which will 
form a written report including an implementation schedule 
accepted and approved liy ABE management. 

5. Develop forms and user manuals that expl. iin reporting 
requirements of Information System. 

6. • Run pilot implementation of system. 
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-187- 



7. Asisist in devGloping an ABE Task Force for Planning 
and Evaluation. 

8, Have prepared a report of his Volunteer Service Year 
in a format specified at the start of the year's work. 



BEST copy mmiE 



I , To whom V/ i 1 1 vo 1 u n t o i'm' rc'i^orl ? Drcr amm. — 

BEST COPY flVAIUIBLE 

t.'i-.M.:- _ 

Ti I In ; . 
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2 . A r I he r c n '.i o q u n t o v; or!; f c i 1 i t i e s ( i* e 1 o t o d t o v o 1 u i « I c u r ' s 

B . E q u i n c f 1 1 r^i n J ^ u [.^ p 1 i o l, 

C . Tele p h p, u n J p o \. n o • ^ 

D. Other ' , 



3 . Arc t h e re ' u p p o r t i v e s e r v i c e s ci n d re o u r w o l*^ a v a i 1 d b 1 e f o r 
t h e vo 1 u 0 I ee r ? 
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TASK lOflc:- FOR P L A!.' I! 1 11 f; ACT I Oil VO I, TE t" r< USu 
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t,' A 



pRO-D.or^AL D[:viii.oF'ni:i;T v/orksiil[:t 



VOLUL'TFI K TMA! t! I lli.r. 



1. Input for cen t ] i jrod pre-fiervlce training 



2. -Iiiput5> for on*-iite pra-service iroining 



3. Inputs for on-goin<5 In'-servlce training 



ERIC 



IaSi: rurii koh !•• i.ai!;: i iic actio;! volun i r> urt; 
p uo r 0 1 i\ I D I- V i: i o v ;i ;. u t \,'o h. s ii t e t 

I- V A I. u A T ton 0. 11 .)ifi!-iiilT/; n^^ 



!• V«ho v/i ] 1 ba ro^» pons i b 1 6 for volunteer performance 
. e va I ua t i on? 

Ni3ime . - . 



Title 



2* V/hcit iTiotliodfi V/ 1 1 ) be used for ovcj 1 t; 1 ny performance? 
( E , 9 . vv r i t L o n r ports, e v o 1 u o t i o n F o r m s , o b o e r v a t i b n , 
i n to r V ( ews ) 



3.** BoncluiU'i r for volunteer pe rlo rmrj nee eVc3luntion 
A. 3 Month ... 



B • 6 Mpn thf> 



C • S) Mont 1)5 



Dt 12 Hon thr. 



IS"? 



TASK FORCK FOR PliiNNING ACTION VOLUNTEER USE -192- 

IN ABU 

PROPOSAL DEVELOPMENT WORKSHEET 



READING wSPECI^LXnT VOLUNTr; lA 
„ The Probleig 




In ABE programs it is generally regarded that increasing 
adult students' reading skill is a necessary focus and pre- 
requisite for continuing progress through the program. In short, 
reading may be considered the most basic area of Adult Basic 
Education curriculum. It is at the. same time one of tlie more 
difficult areas to effect gains in relatively short periods of 
time. The effective teaching of reading to adults is often 
difficult, requiring resources v;hich AEE teachers and programs 
must identify and incorporate into their on-going programs. 
Furthermore, the recent explosions in reading methodologies 
and techniques have created an information gap betv/een the ABE 
teacher and the reading methods innovator. 

The services of a skilled specialist volunteer as applied 
to the ABE program is seen as offering measurable support to 
the total program objective^ and equally measurable support 
to ABE students. 



TASK FORCK FOR PLANNING ACTIOK VOLUNTEER USE 

. IN ABE 

PROPOSAL DEVjiLOPMI-lNT WORKSHEET 



READI NG SP ECI ALI ST VOLTOT EER 
Job Description 




DEFINITI OM; 

'This is highly skilled program service work designed to 
measurably assist ABE personnel in dealing .with the critical 
reading problems of ABE students. 

Work involves both services to program personnel as well 
as direct classroom instruction of participants in a laboratory 

situation. / ' 

• ■ / ■ ■ ' 

DUTIES : 

-Reviews current reading curriculum and makes recommenda- 
tions for impi'ovement . 

-Evaluates current methods of testing reading levels 
of students and reports findings, 

-Conducts on~going class of ABE students with special 
needs and goals fbr 'upgrading reacting level. 

-Conducts in-service training for ABE personnel to intro- 
duce new concepts, methods, and practices in reading 
instruction. 



TASK FORCE FOR PI^NNING ACTION VOLUNTEER USE 
IN ABE 



PROPOSAL DEVELOPMENT WORKSHEET 

R EADIN G SPECI ALIST VOLUNTEER 
Job Poser iption 

QUALIFICATIONS ; ^ 



soo 



TASK FORCE FOR PLANMIWG ACTION VOLUNTEER USE 

IN AX^E 

PROPOSAti DEVELOPMENT WORKSHEET 
RT^ADING SPECIALIST VOLUNTEER 



Objectives ^^^lUlBlf 



During year of service the Reading Specialist Volunteer will: 
!• Have conducted a class with a minimiin of ' students 

with or belov; a tested reading level of grade 

score and will have demonstrated reading gains with % 

of students by a tested increase in reading level of 
grade score in months , 

2. Have produced a written report as to the current status 
of reading instruction within the program. '—Report will 
include reviev; and assessment of materials used, ass€=;ss- 
ment of teaching methods used, information as the reading 
level gains of students in the program, identification of. 
in-service training needs and other relevant information. 

3. Have familiarized themselves with goals and objectives 

of the National Right to Read Program and have made recommen- 
dations as to strategies and methods for meeting these 
goals and objectives in the program. 

4. Conducted in-service training programs for ABE 

personnel involving a minimum of teachers." 

5. Have prepared a report of his Volunteer Service Year in 
a format specified at the beginning of the year's work. 



ERIC 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE »196 

IN ABE 



PROPOSAL DEVELOPMENT WORKSHEET 



VOLUNTEER SUP E R VISION AND SU PPQR T 
1. To whom. will volunteer report? 



Name 



Title 



Coinmen t : 



2. Are there adequate work facilities (related to volunteer's 

j ob needs ) ? 

A« Work space 

B. Equipment and supplies 

C* Telephone and postage 

D» Other 



3« Are there 5 uppor t i ve services and resources available for 
the volunteer? 



ERIC 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 
^ IN ABE 

PROPO?AL DEVELOPMENT WORKSHEET 



VOLUNTEER TRAINING . 

1* Inputs for centralized pre-service training ^ 



2. Inputs for on-site pre-service training 



3. Inputs for on-going In-service training 



ERIC 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 

IN ABE 

'PROPOSAL OEVEL0P^.1ENT WORKSHEET 



EVALUATION OF VOLUNTEER PERFORMANCE" 



Who will be responsible for volunteer performance 
evaluation? 

Nam e ^ ^ 

Title 



What methods will be used for evaluating performance? 
(E.g. written reports, evaluation forms, observation. 
Interviews) 



Benchmarkj for volunteer performance evaluation 

A. 3 Months 

B . 6 Months 

C ♦ 9 Months 

0* 12 Months 




SOS 



TASK 1'0).;C1.J rOVl PL/wJiilKG ACTIOI) VOLlJirriUuK USE -^200. 

lu mi: 

PROPCSA]., DEVni.OPMEMT -Vi'ORKSlir,.!;::!'- 



RrX-TsUJTl-H 

g^^j 

Th e rrcbl.Qiyi ■ 

A pars irj tent problcin in ABS programs is the recruitment 
and ■ rotontion of a hv, dents in the classroom. It is not enough 
to cisfjume the conxmnity portions v/ill automatically attend ABE 
classes oji the bci.T;.is of just knowing that clasr.GS are available* 
Potential BtudcntB circ bc:st recruited throuoh personal direct 
contact by a person perceived an similar in background to the 
recruiter and v/}io can respond to, the presented objectionc-3 for 
attcndanoG* In addition, adults have personal problems and 
obstacles to attendance v;]iich are real li.l:c adult problems 
(lack of br;by siLtcrs, medical problems, lac): of transportation ^ 
etc.). A rGcruitor volunteer can be extrcrmoly effective, in 
assisting recruiteo find ways of dealing With these, problems 
and" thorewy increase chances of A13E class attendance on a 
regular basis. - 

Thus, the use of a recruiter volunteer is; seen as 
measurably effective' in assisting to increase ABE progrcim 
recruitment and retention. 
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TA3K FOKCK T'OR PLAinJXMC ACTJ.Oi;' VOLUNTEER IU3E 

IN ADU 



-201- 



PROPOSAL DEVELOPMnKiT \7orj'>sni;]i:T 



RECRllTTER 



Job He scrip tipn 



DEFIHITION; 

This is comraunity contact v/or); meeting and talking 
directly with individuals and group53 for the purpose of ac~ 
tively recruiting them in self -improvement . through the ABE 
program. Work involves an orientation t.o the ABe program and 
its potential for individual grov;th. Work includes direct 
contact v;ith ABI-J students, attendance at meetings of community 
groups, and contact v/ith community agencies. 

DUTIES: 

1. Assists in selecting areas for recruitment of participants 
for ABE program. ... 

2. Initiates direct personal contacts .with conmumity residents 



to motivate, students into the. ABE program. 
3. ""'distributes pamphlets and other literature throughout the 



ABB prograiii, 

4,. Contacts co;r.niunity gro\ips and agcnci-js to attract partici- 
pants to the program. 



community as a recruitment^ tool and to publicise the 
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mmm^W^immmmKmm^^i^l^l^^^^^^^^^^^^^^mmmmmmmmmmmmmmmmmmmm ij — J — 

5,' Utilize;.! otlior indlrcat mr-thoau of rocjruitment such "202- 
as radio and 1\V, to enlist participantis , 

6.. Contacta &bi:entcc students by homo visit, mail, or phono 
for the purpose of recovery. 

7. .Visits dropouts from ABE program and seeks to encourage 

their return to class. 

8. Servos an linkage between counselor and student in relaying 
concerns of absentees and dropouts to counseling staff. 

9. Maintains a comprehensive file of groups and individuals 
contacted. • 

10. SubmitB reports of recruitment a.:::tivity as required. liv 

11. Keepr. pi^ogram .^^n formed of general communi l.y • concerns or 
needs v/hich might affect program goalsj. 



BEST COPY AVAIUIBLE 



er|c ^® 



..IN AiiJJ 

PROPOSAL Di;VEJ..C)PI^.ENT WOP.KSIimJT 



Job D scrintion 



/QUALXFICATIOlJfl: 1^' 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER ' USE 

IN ABE 

PROPOSAL DEVELOPMENT WORKSHEET 



RECRUITER 

Objectives BESf fQp^ 



During the Year of Service the volunteer v;ill: 



1. Have assumed recruitment responsibility for ABE classes 

2. Have recruited new participants for each assigned 

ABE class. 

* • 

3. Have followed up all atisentees after they have been absent 

foi^ class sessions and will have assisted %* 

of follow up contactees to resume attendance. 

4. - Have made a minj|mum of referrals to counselors, 

social service agencies, or other sources of assistance to 
provide potential recruits or regular ABE students with 
supportive services..^ 

5. Have maintained a minimum overall enrollment of \ 

persons in each assigned class'. 

# 

6. Have identified supportive services within the 

community to assist. 

7. Have prepared a report of his Volunteer Service Year in 

* ■ I ■ 

a format specified at the start of the year. 



TASK ro.Hct: rof; plaiimimg action voLUirrLER ui^c ' .^raos- 

I N / \ B i: ■ • 

PIAOPOGAL DtVELOnntNT. WORKSilKCT 

voLijirrFiEK suprnv I s I Of! and support 



1. To v/hom will volunteer report? 



Title 



Common t ; 



2. Are there cidequote vvork Taci Titles (rolutcd to volunteer's 

\ J ob nee ds ) ? . 

* A. \/ork space ' ■ [ ■ . 

Equipinenl and supplies 
Telephone and postage 
D. Other 



3* Are there supportive services and resources available for 
the volunteer? 
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TASK i-oact; roK plahiiiijg action voiuMTr^tiR use \^206. 



IN AHC 



PROPOSAL DF.VI:L0PI*.F-NT WOKKSilE'n- 



VOLUNTF.lia TRA I N I tIG 



copy 



Inputs for centralh'cd p re-^s e rv t ce training 



Inputs for on^-sltc pre -service training 



Inputs for on-going tn-servlce training 

■ • ..i • 
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TASK FOKCC FOK PLAIIinflG ACTION VOl.UMTEi:!', U.5E 

IN ABFi 



s«207- 



PKOPOSAL DEVELOPMCNT WOKKSII f ET 



Copy 



F.VALUATIOII OF \/Ol,Uf!TF.i: P. PKKFORMANCF 



V/ho will be responsible for volunteer performance 
e V a I II ci t i n ? 



V/liDt methods will be used for cvaluciting pe r f o rmctnce? 
(E.g. written reports, evaluotion forms, observation, 
I n te r V I ewb ) 

Bcnciima rka foi* voluricectr pe r f o rirui nee evaluntion 
^ • 3 Mo n t il s 

B . 6 Mon ths 

^ • 9. Hon Ihs . 
D. 12 Months 



N £1 in e 



Title 
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USK 

' IN ABK 



^208 



r 



PROPOSAL DICVKLOPMEN'J' WORKS Ml'.: ET 



TEACiIEK 'J'RAJNER 



The P rob 1 era 



The ABE teacher, as compared to other teachers, faces 
a student body composed of a multiplicity of backgrounds, • 
academically as well as ethnic, religious, etc. Therefore, it 
follows that the potential instructors in adult classes need 
specialized training specifically for the methods, techniques, 
curriculum and especially attitudes needed to assist adults 
in their endeavors for self -improvement. • 



a 



r 
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TASK FORCE FOR PLAN-UisT. ACTXOM VOLUNTEER USE 

IirAEE -.209- 



PROPOSAL DEVELOPHKKT WORKSHEET 



TEAOIEPx Tl^AlMER ■ 



Job DGgcrlption ^^^UiBlg 



DEFIN ITION; • <r . - 

A Teacher Trainer for an ABE program dovises, prepares, 
and administers a course of. training to prepare potential ABE 
instructors to use the methods, techniques, and, curriculum that 
is recoiTimended for v;orking with undereducated adults. 

c — A Teacher-Trainer conducts periodic in-service workshops 
/or .up-grading and evaluation of quality. teacher performance. 
The volunteer also does research for new methods and techniques 
which is an on-going activity. The Teacher Trainer teaches by 

f 

demonstrating the procedures for establishment of rapport with 
the student to assist students achieve individual goals. 



DUTIES ; 

1. Develops training program for ABE teachers. 

^ ■ 

2. Devises and prepares appropriate curriculum and materials. 

3. Structures and cidT.inisters --training program. 

4. Visits performod for each cltiss to evaluate teacher 
performance. 



ERIC 



ZIS 



5, Confoarn v;ith curriculuiii devolopar for app.r<.iif;Jcul oJ: 
subjocL 3!i..) t.l:o3: and rcjcorivnc.'ncLitions for Its use, 

6, Conducts per.i.odio in-fiL-rvico v/orkvShopn for ABE teachers • 

7, Attends periodic arect training conferencGS, seminars ^ etc* 
• for nev; raethods potentially applicable lor ABE, 

8, Evaluates teacher performance based on observation, 
reviev; of reports, etc* and gives overall rating according 
i:o established criteria • * r 

K 

V 

9, Provides. on--!going technical support for ABE instructors. 



copy mum 
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task force for plahi'jing action volunteer use ' ^oil- 

xini are • • ' 

proposal development v;0rkv<-3iieet 

teacher t].^>iner 
Job Doficription 

QUflMFICATTOMS ! 

~ BEST copy WiUUBU 



I 
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TASK FOnCE FOR PIoi^iNNING ACTION VOLUNTFIER USE 

IN ABiJ • s:^212- 



PROPOSAL D£V]iLOPMEN'J' V70R1CSHEET 



TEACHER TRAliMER BfSf QQpy 



Obiectivos 



During the year of service the volunteer will have: 

1. Trained a minimum of ^ teachers in the methods and 

techniques for ABE classes. 

2. Designed and developed a teacher training program. 

.3. Visited each class at least once for on-site evaluation 
of teacher performance. 

4. Conducted periodic in-service wor]:shops. " • 

5. Be knowledgeable of materials available and able to make 
intellignot recommendations to teachers. 

6. Researched and reviewed other training programs and adapted 
methods where cipplicable. 

7. Reviev;ed testing procedures for effectiveness and made 
recommendati >nB for administration. 
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TASK rOKCL" IOi\ PLAlii; I K'C ACT I ON VO LUMTi: E R USE v^213> 

III ADE 



P R'O ? 0 3 A I. D IL V I. L 0 P M r N T \/ 0 il i; S H !i c T 



Ksr copy 



V 0 !. 1 1 1 1 T C: I - p, r. Li ! ' {•: \' I s 1 0 ; i a i j n s i j p p o p. t 



1 , . To v/liom will volunteer report? 



Nani'.'. 



Title 



2, Are thnre oclcq lui to. v/o rk facMi.ties (related to vol untcer ' s 

j oil nc: tis } 7 

A , V.' o r k space 

B , t CI ij i p i:ie n t a n d s II p p 1 i o s 

C, Telephone and pos togc - 

D. Other 



3 . . Are t h e r* e supportive services and resources available for 
the voUintue. r? 



ERIC 
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TASK 1-0 HCI-: ror; PLAIMHl.a ACT I oil VOlUIJTniK USE 

IN Ar>L" 

PROPOSAL DL VEl-OPMLliT \70 1-;KS H f L T 



yoi uNTHFK.TF^AiHiuG BEST COPY AVAIUBLE 



1. Inputs foi- ccn L ra 1 i ;ied p r e - s o r v I c.o t ro i n i ng 



2. -Inputs for o ii - s 1 t o [) i c •- r. c. r v i c e t r u I n i n g 



3. Input? for on -going In-service training 
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TASK rORCi: rOK PLAtinitU; action V0LUMT[IER usk 

IN ABi: 



PROPOSAL DCVU.OPMLtIT V/OKi;GHEr.T 



BCSr copy 



KVALUATIOII or VOLCflTKF.R fM: lUO RHAII CC 



]. Who will be responsible f o r • vo 1 un t ee r performcjnce 
e va 1 ua t Ion? 

Name 



Title 



2. Vihat methods will be used for evolucitliui performance? 
(t.rj, written reports, evalue'^tion forms, observation, 
i nte rvi ows ) 



^ ♦ 



Bcnchino rki» for volunteer pc r f o rma ncc e / a 1 ua t i on 



3 H o n l.h f; 



B 



6 It o n t h s 



9 Months 



12 flonths 



ERLC 



221 



TACK POiiCH }''0i< ]^L;-\:;.;:rr,(; act:'.o.^: voj:.i.irrj'i:r:i< uf;i: 



^'-2 J- 5"" 



The neods -of the. ABE BtudentB cire rivony and diverse, 
Besides the cor.pleix life probleras associoted \7.i.th poverty, 
unoniploynvont or undca-oi.iyjloymcint ,'■ family illness ox* . difficul- 
ties/ etc., the. ABH; student often fi)-idK hi)Ti?5Cjlf in a class-- 
room situation where the tfji^chor har. limitod time to give 
him the pcrsonali jiod instruction thcit ho neodfj. 

The hB]Z teaclvjr is faced with a multiplicity of prpblcm.'.^, 
alno/ i*.uoli c'.s ?:tudftnt cjroiipB reprcs^cntinq a v/ida range of' 
differoncc .i.n banic rskills ond thus f-ind.-j teaching this diverse 
groun Uif 1.1 cult, Tnc. use of tutorn and instructor ai.des in 
the classrooPA can oftentimea measurably increase the quality and 
quantity of instructional services received as v;ell as assuring 
that other ABE student noods may be met through referrals to 
other cominunity and social service agencies. 



«^ cm mum 
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PROPOSAL DCVJ^1.0rM]:;.NT WOiU^NSlH':!::? 



Job Dcf^cription 



BEST COPY mum 



pEFINITIOM} 

An ABE tutor/ins tructQr aide conducts or assists in con- 
ducting Glasses for nndereducatod adults, Tht; instructor uses 
curriculu methods, and tochniquGS specifically dosicjned to 
assist illiterate and semi-illiterate adults in acquiring and/or 



improvincj skills Id language sliills, reading, rnath, and other 
siibject matter particularly relevant to students, 

1. Prepares for and attends eacn class to which he is assignnd. 

Impleraonts techniques and methods of instruction suggested 
during training. 

3. Establishes, and maintains individual progress records ' 
on class members. 

4. - Administers and evaluates entry tests on each student. 

5. .Prescribes v;ork/study plan based on individual student 
requiremenus-. 

6. Administers periodic tests to evaluate student progress 
and adjusts assignments accordingly. 



ERIC 



223 



-2.18- 

7. KstciblxLihau rajpport v.'j.th t..i"alnof.:;3 to encouracjo ^ittanclajico 
and provide) relaxed atinosphore for pos.i.tivG learning 
experioncGS , • 

8^ Attends in~serv;i.ce training sessions vrhon Bcheduled, 
9* Asfjistc teaclicr with porsonaliji'.ed tutoring- as assigned. 



BEST COPY AVAILABLE 
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During "the year of service tho voluntoer v;ill have: 



1 



VJ'orked in teaching- and tutoring a minimum Oj. 



studontf.3 



in 



c.lasKGs . 



2* Inatructod students in at least three of the follov/ing 
subject aroas: , i 

A, Reading 



variety of £5ocial service agencies in the conwiunity to 
receive services that aided them in contiiiuing their 
attendance, 

4* Assisted in analyzing and testing educational materials 

for the degree to which they meet the needs of ABE. students, 

5.. Prepared auulo-vicual materialB to enhance claasroom 
instruction 



B. Math 



BEST copy AVAILABLE 



E. 



S u c c e s f u ]. 1 y a s p J. f .> t '.o d 



FJtudents to contact a 
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6, Afci.si;.'. tctl 



aluciontf'; to corft5.1(ito Liu.) A" 12 program, 



7» Ass in tod 



n t\-icicn\uO who hDvo coriinJ.cted the 7vBI1 



pjTograia to uiove into second .stop programs, such af 
, vo G a t .i, o n a I t r a i n i. n 9 , G ] : D c o u r is o 3 , j o)'^ 3 , etc. 



Wsr copy 
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TASK ( ■ 0 III!- f 0 A P L A f 1 1 ; I t-; 0 A C T I 0 f ■! V 0 1. ll I! T i: T; U S I .xv2 21-- 

III ALU; 



vwo p 0 S.-A I. D r. V c 1. 0 p n c n t k k s h i: e t 



^er COPY 



VOlUtMTfiR SU,'T.RV I S ! Oi: AfID SU^'POKT 



1 . To whom wi 11 volunteer rcpor.t? 



Ti t I'e. 



Comfrion t : 



2. Are thote odtiqu<:;le work facM'lties (relotecJ t o vo 1 un t ee r ' s 
j oK n 0 1;' d ) ? 



A . V/ o r I; s [> a c e 

B , Equipment an d u p p 1 1 e s 

C . T e 1 c p 1 1 o tu.i and p o s t n g o 

D. Olher 



3. Are there supportive services and resources available for 
the voluntcor? 



2£7 



TASK r.uKCh' ron plaihiiiig act 1 oil voLuirfr.tR use 

IN ALU-. 

p. r. 0 p 0 f; A I 1) E V I" L 0 ? \ \ 1 1 t \'/ o w i; s n i: k t 



voi.ij:rrt;_CK TRAijnjiG 

" copy MfliUBiE 

1. Inputs for ccn t r iTi 1 I ^ucJ p rc-se rv i ce training 



2 4 Inputs lor o n - t« 1 t c p r e s> a r v i c c t r n i n i n cj 



3. Inputs for on-cjoing in-servicc training 
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TASK FORCn FOR PLAtlllING ACTION VOLUMTCCR USM 

in aim: ',.223^ 



HROPOSAL DCVIiLOPHrjrr WOKKSHt-ET 



EVAl.UAT I Oil OF VO LLIMTK F !"; P F R TO RMAt,' C E 



BBT copy mim 



1. V/ho will be responsible for volunteer performtince 
e va 1 Ucj t i on ? 

Name . 



Title 



2. What methods will be used for evrjluotlng performance? 
(E*g, written reports, evaluntion forms, observation, 
I n te rv i ews ) 



3 Benenmarks for vol unteer. performance eva 1 ua 1 1 on 

♦ 

A . 3 hlo n t h s_ 



B. 6 Months 



C. 9 Months 



D . 12 Mont lis 



ERIC 



2Z9 



TAv^lK I'YJRC!; FOX ]>U\:::; AIT: /•.CV.i.'.T VOLUr.-;'.rJ.;}JR USE \^224^ 



Vl-10. Prol:).loir. 



BKT con miABU 



— - In considerlr^g stratocjics loa: meotiny Lhe enormous needs" 
for AI3E se3:vico53 in the nation^ it in obvious that funds tor 
programs cilone v;ill not «o.lve the prol.dcm.. The use of volunteer 
on a larcjG sceiXo v;ill nccofJSciriJy be a part of any strateyy to 
decrease illiteracy and increase adult basic education skills. 
The volunteer v;ho is a rnoinbex^ of the coniraunity and wishes to 
give of his time and talents to assirjt his fellow man v.'ill have 
to be mobilised in largo numbers* . 



TFroreforo; it is felt that local ABE progrnrns may be assist 
in using community volunteers in increased numbers and greater 
effectiveness if tlv^re is availal.)l(; a person who can coordinate 
volunteer activitios including recruiting/ orienting, training / 
monitoring/ oval -iting, etc* 

Furthermore/ it, is felt that the .use of an ACTION Volunteer 
Services Volunteer wuuld be an appropriate application of a 
volunteer generating numbers of other volunteers to assit and 
service ABE programs • 



TASK vo,icv. POPs PL."\;;i;j.;:a /'.cticw vo.Lurrr.ri.:R usu «^225- 

IN Atji; 

PROPOSAL Di-iVi:i..oj?ri]:;i-3T l•?o]•^.^:^:.liUl::T 

BEST COPY mmi£ 

yo].u;rr!;i:j: f^LRVicKr vOLi|K;.2;n;j?_ ■ 

Job _ D : • r. c r i p 1: :i. on 

definition;; 

- This is work involving tho identification of soiurces for 
volunteers, establishing contact, intervicv/ing, and defining the 
areas of volyntGor need. The volunteer should have the ability 
to grasp~tho overall program need and arrange "for adequate class 
coverage, rocruitment, and counseling needs in an ABE program* 
The volunteer al.so arranges for training schedules for each 
selected volunteer and serves as coordinator in special areas 
of supportive servic<^jn for volunteers, 

■ DUTIE S : 

1. Identify volunteer prograui objectives and pi'Ojccted volunteer 

■ V ■ .. . 

service needs. 

2. Establish and contact sources of potential volunteers. 

3. Structure and conduct interviews. 

4. Determine by progrcim criteria persons having necessary 
qualifications • fbr performance. 

5. Maintain pertinent data on volunteer staff. 

6. Prepare staff schedule basod'on program needs. 

7. Make staff asi^ignmants . 

ERJC 331 



8, Uoiiliit: and uiaijitain i<. report:! nrj syr.to.ra lor voJ.unLeor 
staff. 

10. Keep .schedule of voluntoGi liouri?. 

BIST copy WfliUBiE 
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voiMiiyjMirn'. s)':.".v:':c:j:.r. voLii:r.r • 



01.) j oc] ti 



During the ycur of scrvicG the volurjteer v;ill have: 



1. 



Served as a focal point xoi: volunteer staff and 



procjr&'m. sponsors. 



2. Coordinated a volunteer staff in the performance of 
duties assigned in AEIi programs. *" . 

3. Determined by evaluation the quality of volunteers' 
service. 

4. Recormr.ended adjustments for better program coverage. 

5. Conducted periodic consultations v/ith volunteers to 
assist in problem nolving if applicable. 

6. Given thorough orientation to potential volunteers, 
advising them of the dimensions of working with adults. 



Z33 



vc.'.":,i.::,r, 



KST copy AViWUlBlE 
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TASK rURCC F'OR !' L AIIN' I N 0 ACTlOli VOLUI/TEEK 1)5.1! '.^229^ 

IN ABIi 

PROPOSAL DuVKLOPiU-IM' \,'0 RKS II i: 1:! T ■ 

)• To v/hom will vuluntaor report? 
Namo 



Title 



Commen t : 



2. Aro llj.ire odequaLo v.urk facilities (rclutod to volunteer^ 

j ob needs ) ? . - 

A . W o r k s p t:i c e ^ ^ 

B. Equipment cind supplier; 

C. Telephone and postncie 

D. Other 



3. Are there supportive services onci resources available for 
the volunteer'' 
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TASK FOIICL FOR PLAIItllljC ACTION VO I.UHTEK F; US 



PBOPOSAL UEVELOPMEMT WOPxKSPCI^T 



VO!.U!!Ti:Kr: "I RAIN I NR 



1, Inputs for centralized p rc*'S o rv I training 



2 . Inputs for o n - s i t u |^ r e - r> e v i c e t vM n i n g 



3* Inputs for on-go i ng -i*! n-s e r v 1 ce training 
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ta;.^k Fonci: f-ou I'LAtnniiG action vouihtelk use 



PROPOSAL DCVbLOPMIiNT V/OKKSllKi:T 
nVALUAT I oil OF VOlUNTi'Cr. P C II I" 0 RMAM C E 



1 ♦ W h o w i 1 1 bo r c. sponsible for v o 1 u ii t c e r performance 
evaluatlori? 

Name 



Title. 



2. Vhat metliodD v/i 1 1 be. uf.ed for evnlunting performance? 
. ( E - c) . written reports, evaluation forms, ol;s e rvo t i'on , 
1 n te rv i cws ) 



3-, Bcnciimn r i;s for volunteer pe r f o riii.i nee e vy I uii t i on 
A, 3 Months 



B. 6 Mont lis 



D , 12^ M o n t h i;. 
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RATINGS BY CONFERENCE OBSERVERS 
APPENDIX G 

# 

I 
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LIST OP CONFERENCE OBSERVERS 



Nebraska Confere nce 

Dr. Leonard Hill 
Gil Jansscn 
Bayard Clark 
Christ Kryiajjis 
Dorothy Kennedy 



Christ Kyriazis 
Bayard Clark 
Yvette Corsey 
Putnam Barber 
Charles Cain 



New Jersey Con ference 

Bayard Clark 
Ellsworth Morgan 
Christ Kyi-iazis • 
Ben Conte 
Myrna G. Hugi 
Purnell Swett 
Vincent Fausto 



Ohio Conference 



\ 
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SUMMiAP.y OP RATINGS BY CONFERENCE OBSERVERS 
CHKCKLIST FOR PIANNING TASK FOl^CES 
NEBRASKA, OHIO, AND NEW JERSEY) 



.-234" 



Instructions given: 



PleeisG rate each category belov; on a 1 - 5 
scale; 1 is the lowest level of achievement, 
5 the highest (circle the appropriate number) . 



CATEGORY 



RATING 

1 2 3 4 5 



ACCOMMOD ATIONS AND SERVICES 
Transportation well arranged ■ 
Living quarters clean & comfortable 
Adequate meal arrangements 
Interesting social activities 
Adequate supportive services 

CONFERm«^__DE 

Proper sequence of sessions 

Sessions began on time 

Sessions ended on time 

Length of sessions met need 

Diversified program format 

Adequate number of breaks 

Participants had opportunity 
to modify design 



2 
1 
1 



1 6 
3 11 
3 11 
3 8 
5 9 



1 

3 
3 
2 

1 2 
2 



13 
4 10 

4 8 
6 7 
6 6 

5 9 



3 4 7 



% 
\ 
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CATEGORY 



FACILITIES 

Good lighting 

Proper ventilation 

Comfortable seating 

Adequate space 

Restrooms nearby 

Adequate information given 
for use of facilities 

Sufficient directional signs 

PARTICIPANT MATERIAL AND 
AUDIO-VTSUALS 

Appropriate to session 

Well prepared 

Well presented and explained 

Presented at proper time 

Sufficient supportive materials 
(penS/ pencils/ pads , etc.) 

ATMOSPHERE 

Informal 

Friendly 

Cooperative 

Courteous 

Animated 

Attentive 
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12 3 4 



1 4 11 

1 3 12 

5 3 8 

1 5 10 

1 3 12 

1 2 n 
116 7 



1 , 2 13 

3 13 

4 12 
4 12 

2 12 



16 9 
14 11 

2 14 

1 15 

2 8 6 

17 8 



\ 
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CATEGORY 


12 3 


4 


5 




PARTICIPATION 










• 


Orderly discussion 




1 


6 


8 




Freedom of expression 




1 


4 


11 




Well balanced participation 


• 


2 


6 


6 




Relevant discussion 






7 


8 


1 


Methodical discussion 

(group had sense of direction) 




3 


5 


7 




SPEAKERS AS A GROUP 












Audible 




1 


2 


13 




Intelligible 






2 


14 




Well organized 






4 


11 




Purposeful 






2 


13 




Direction 






3 


12 




Provocative 




3 


5 


6 


- 


CONFERENCE OBJECTIVES 


• 


• 








Clearly defined 




2 


1 


13 




Communicated to participants 




1 


4 


10 




Met by program 

t 






3 


10 




■ ■ 
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SUM^IARY OP RESPONSE 
FROM CONFERENCE PARTICIPANT REACTION FORM 



APPENDIX H 



843 



.-2 3 8- 



SUMMARY OF RESPONSE FROM PARTICIPANT REACTION FORM 
*(31 of 52 Participants Comir.Gnting) 





A* Time 


Spent 




B, Value 










Too 


About 


Too 


Little 


Great 




Little 


Right Much 


Value 




Value 




1 


2 ' 


3 


1 


2 


3 


4 


5 


Conference as a whole 


« 


27 


4 


2 


1 


5 


11 


12 


Session X 


1 


24 


6 


1 


1 


9 


11 


9 


Session II 


1 


.24 


6 


2 


2 


7 


11 


9 


Session III 


4 


23 


4 


3 


1 


8 


12 


7 


Session IV 


2 


28 


1 


1 


1 


7 


11 


11 


Session V 


5 


25 


0 


1 


1 


6 


10 


12 


Session VI 


5 


21 


2 


2 


2 


6 


9 


9 


Session VII 


0 


26 


1 


2 


3 


.5 


12 


5 



* (See Appendix for original of this form) 
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How well were ycur specific concerns dealt with in this conference? 

13 Extremely well, 10 Mostly, 8 Moderately well 0 
Not well at all. . 

How would you rate the conference atmosphere in regard to freedom 
to participate: 
21 Excellent, 8 Good, 2 Fair, 0 Poor 



In the course of the conference, were valuable decisions made or 
understandings arrived at for the use of ACTION Volunteers in ABE 
programs? 

0 None , 0 Few, 10 Some, 21 Many 

Overall, how helpful were the conference materials given ,to you in 
respect to achieving conference goals? 

( Not helpful) 1 2 3 4 5 (Very helpful ) 

g- g ;j ^ 14 
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LISTING OF COMMENTS MADE BY CONFERENCE PARTICIPANTS *240' 
ON PARTICIPANT REACTION FORM 

/ (31 of 52 participants commenting COPV WlM^^^^ 



CATEGORY OF COMMENT NUMBER OF COimENTS 



1. New Topicf^ 'to be Added 

II . . . .. ^ V » ■ ■ . ■■ - ■ 



None 22 

ACTION Volunteer and regular staff development 1 
Discussion of major components of proposal 

design 1 

Similar volunteer projects 1 

More about USOE 2 

More ACTION input 2 

Group background information 1 

Effect of volunteer with regular staff 1 

2« Improveraent of Discussion Process 

None 20 

Conference leader too domineering first day 1 

More time for conferees' input 2 

Time schedule more strictly adhered to 1 

Better pre-conf erence orientation 3 

More discussion time for volunteer proposals • 2 

More time for first day speakers 1 

..More time for proposal development 1 

3. Improvement of Conference Organisation or Procedure 

None 26 

More time for proposal development 1 
Greater pre-conference involvement of all participating 

agencies 1 
Allow a little more time for flexibility ' 1 

More preplanning time at state level 2 

No hard sell 1 

4« Conference Material 

None 23 

Initial instruction explained more explicitly 1 

Greater choice of proposal development outlines 1 

More printed guidelines, for utilization of volunteers 1 

More recruitment slide presentations ' 1 

More time for ACTION application kit • 1 

AAJ3 booklets distributed prior to conference 1 
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More blc\nks on proposal development form 1 -241- 

Lay out total materials in first session ■ X. 

^^ST COPY II 

5. Conference Arrangements *^'Mi5(f 

None 14 

Two day conference instead of three 3 

Bettor explanation of arriving and departing from site 3 

Better arrangement to Krisheim from airport 3 

Better meals 1 

More towels in room 1 
Additional time to tour Feeder and other active 

ABE programs 2 

Midtown location 2 

Rooms dirty and lacking atmosphere 2 

6. Other Comments 

None 29 

Roster of all participants distributed on first day 1. 
More time for local directors to plan with State 

Department ' 1 
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TASK FORCE FOR PLANNING ACTION VOLUNTEE.R USE 

IN ABE 



PARTICIPANT REACTION 



PflrtLclpont for ADE Task Force State of 



BEST COPY AVAILABLE 



Please circle t,he appropriate numbers, columns A and B below 
and write In column C any comments concerning your evaluation. 



A . T/i me Spen t 
Too About Too 
LI ttle Right Much 



B. V-^lue 
Little Great 
Va 1 ue Vcj lue. 



\. Conference as a whole 



I I • Monday 

Session I Background of 
the Task Force; Philosophy 
and Potential ^. 

Session II Overview of 
Conference Design and Ob- 
ject i ves 

Session I I I identi f 1 cation 
of ABE Problem Areas an,d 
Need for Volunteers 

ill. Tues day 

Session IV Proposal 
Development Workshop 
Part I 

Sess Ion V Proposal 
Deve 1 opmen t V/o rks hop 
Part II 

Session VI State-wl de 
Planning and Coordination 

I V • V/ednes day 

Sess Ion VII Conference 
Wrap Up 



er|c 



C . Commen t 



1 2 3 



12 3 



1 23 



1 2 3 



1 2 3 



1 2 3 



1 2 3 



) 2 3 
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12 3^5 



12 3^5 



12 3^5 



1 2 3^5 



12 3^5 



12 3 4 5 



12 3^5 



12 3^5 



Your candid response to the following questions will help us -243- 
to plan for future meetings. 



1, What new topics might be added for any future conferences 
of a s Imi lar nature? 



BEST COPY AVAILABLE 



2* How v/ell were your specific concerns dealt with in this 
conference? 

Extremely well Mos 1 1 y M ode rate 1 y well 

Not well at all 



3. What suggestions do you have for the improvement of the 
conference discussion process? 



A. How would you rate the conference ' atmospherr* In regard to 
eedom of attendees to act iv ely participate? 



Excellent Good Fcur Poor 



5* What suggestions do you have f or the • I mp rovemen t of 

conference arrangements, transportation, physical facilities, 
schedules, meals, length of conf e rences , social activities, etc? 
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What might be done to Improve 
procedure? 



con f 0 rence 



organization or 
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BEST COPY AVAILABLE 



In the. course of the conference, were valuable decisions made 
or understandings arrived at for the use of ACTION Volunteers 
in ABE programs ? 

None Few Some ^Many 

OveVa)l> how helpful were the con ferencc materials given to 
you In. respect to achieving conference goals? 

(not helpful) 1 2 3 ^ 5 (very helpful) 



What conference materials would you see being changed 
or included which would enhance the ach I evemen t of 
conference goal s ? 



Please make any other comments or suggestions which would 
assist us in planning for future conferences. » 
(Use back of page for additional comments.) 



4 



sso 




ESTIMATED MINIMUM MARKET VALUE 

OF 

REQUESTED VOLUNTEERS 
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